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HEN you drop a nickel in a pay station and dial a c: N 
—or dial from home or office—as many as 1000 telepho » 

relays go into action. S 

The relay is the little device illustrated above—an electric: H 

switch that works far faster than you can wink. You probably B 
don’t know it exists. But you couldn’t make a telephone ca’! 

without it. N 

These relays leap into service when you telephone, opening an! L 





closing circuits. They operate millions of times in their lifetime. 


Bell Telephone Laboratories designed this relay and some o! 
the Laboratories’ best scientific minds are spending all the + 
time improving it. 





Is it worth while to assign such great talent to so small a devic« 


Here is the answer: There are more than 100,000,000 relays i 
the Bell System and they represent one dollar out of every s 





spent for equipment in dial telephone exchanges. : 
Design changes by Bell Telephone Laboratories have alread 
saved millions of dollars in cost and greatly improved telepho1 bs 
service. It is this kind of research, especially in a time fe 
of rising costs, that helps keep your Bell System ir 
telephone service low in price. 7 
st 

BELL TELEPHONE SYSTEM y 








BELL TELEPHONE LABORATORIES A great research | 
organization, working to bring you the best possible 
telephone service at the lowest possible cost J 
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Midyear in the Editorial Room 


One of the best jobs of office moderniza- 
tion which we have seen recently has been 
done at Encyclopaedia Britannica’s head- 
quarters in Chicago. A picture story of 
useful ideas in this office will be a 
feature of our July issue. As this is be- 
ing written, one of the editors is away 
on a trip studying a new billing system 
which a public service company has in- 
stalled. If it comes up to expectations, 
you may read a report on this in July. 
The same editor is also looking over a 
modernized mailing room which we hope 


to illustrate next month. And we have 
had a man at work for weeks now gather- 
ing data on careers of business leaders as 
a sequel to the story in April, “The Men 
Who Manage Our Big Companies.” This 
story caused so much comment we have 
planned several similar ones to follow it. 
We are at work on a number of other 
leads which promise unusually interest- 
ing reports for the hot months issues. This 
June 1948 issue carries more advertising 
than any previous June issue since the 
magazine was named AMERICAN BusINESS. 
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How to Plan 
Your Market Survey 


Everyone who plans to make a 
survey of the status of present 
or threatened competition, or 
the market for his present prod- 
ucts, or the potential market for 
new products, or his advertising- 
selling methods—will find many 
valuable suggestions in this 


New, FREE Booklet 
On Market Research 


This booklet gives you three 
practical suggestions on how to 
double check the extent and 
activities of your competition. 


It summarizes the sales analyses 
that should be made to give you 
the true and complete informa- 
tion you need about your cus- 
tomers—such as what sort of 
companies or individuals your 
customers are—where they are 
—how much they buy—when 
they buy—why they buy—and 
how they use your products. It 
is a fact that even salesmen do 
not always know the real rea- 
sons why prospective purchasers 
do or do not buy. 


This booklet explains four im- 
portant analyses that should be 
made in connection with the 
development of new products. 


This booklet shows you how to 
use modern, scientific techniques 
in market research to examine 
your advertising-selling methods. 
It tells you what work must be 
done to determine the proper 
allocation of the selling job be- 
tween advertising and personal 
selling and how to determine the 
type of advertising, the type of 
salesmen, how much advertis- 
ing, or how many salesmen are 
needed to do the job. 


The booklet also lists, in logical 
sequence, the eleven steps that 
should be taken in any market 
research program. A_ helpful 
check chart is included to guide 
the reader in selecting the re- 
search project for which he has 
the greatest need. 


You are invited to send for a 
free copy of this helpful booklet. 


BUSINESS RESEARCH 
CORPORATION 


Dept. 6AB, 79 West Monroe St., Chicago 3, Il. 
. 
* 
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Hotels vs. Motels 
To the Editor: 


The item about hotels in the editorial 
page of the May issue of American 
Business attracted my attention. As one 
who is in constant contact with the hotel 
industry, uses hotels regularly in exten- 
sive travels, and knows many hotel men 
and understands their problems, I feel 
the picture you have presented is not 
entirely fair. What may be true of a few, 
isolated cases can hardly be applied to 
the whole industry. 

The hotel business, like all others, had 
inadequate staffs during wartime and 
still has a labor problem. As a whole I 
feel they are making remarkable strides 
toward rendering prewar standards of 
service and they are to be complimented 
on their fine remodeling and rehabilita- 
tion programs. The motel serves one pur- 
pose and the hotel serves another; in 
most cases one does not replace the other. 
—Leronarp Prarizer, partner, Pfaelzer 
Brothers, Inc., Chicago, Illinois. 


“Burr Under the Saddle”’ 


To the Editor: 


In the May issue of American Busi- 
ness there is an item on the March of 
Business page that merits comment. 
When referring to the controversy be- 
tween Robert R. Young of the C & O 
and Mark Etheridge, publisher of the 
Courier-Journal of Louisville, it is said 
that Mr. Young’s only answer to re- 
porters regarding the inadequacy of 














(Associated Press Photo) 
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C & O train service into Louisville was 
that “Mr. Etheridge is a part of the 
banking clique Young hates.” 

While some of us do not always agree 
with Mr. Young’s methods, we must cer 
tainly admit that he has done a great 
deal for the traveling businessman by 
acting as the “burr under the saddle” 
that secures action from lackadaisical 
railroad executives; consequently, _ it 
seems only fair that his complete answer 
be published. He pointed out that trains 
were consistently late getting into Louis- 
ville, meaning in early spring when that 
area had a severe flood and most of 
the delays were caused by high water. 
Secondly it was stated that Mr. 
Etheridge was closely allied with the 
banking clique which had prevented th: 
railroads from acquiring new equipment 
so urgently needed.—Rosert W. Kerr 
vice president, Herbrand Division, Th: 
Bingham-Herbrand Corporation, Fre 
mont, Ohio. 


Fluff-Doodle Dodoes 


To the Editor: 


In the December 1947 issue of Ameri 
caAN Business appeared an_ excellent 
article, “Fluff-Doodle Dodoes in Busi- 
ness.” May we have your permission to 
have the article copied and sent to all 
our employees?—W. O. Parrerson, vice 
president, M. F. Patterson Dental Supply 
Company, St. Paul, Minnesota. 


Mr. Parrerson: We're glad to have 
you reprint the article for your 
employees. 
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Small Town Store Ideas 


To the Editor: 


I found the article, “Small Town Store 
Keeps Business at Home” in the May 
1948 issue particularly interesting, and I 
have sent it to an acquaintance who, I 
am certain, will make good use of the 
ideas in the article—Watrer M. Logs, 
assistant general manager, Controllers’ 
Congress, National Retail Dry Goods 
Association, New York, New York. 


Training Foremen 
To the Editor: 


We would like to have reprints of the 
article, “Harvester School Trains Fore- 
men,” which appeared in the May 1948 
issue of American Business. If you have 


no reprints of this article, may we have | 


your permission to make photostats of it? 
—E. C. Breumer, administrative assist- 
ant to vice president, The Texas Com- 
pany, New York, New York. 








Mr. Breumer: We have no reprints of 


that article, but it’s all right for you to 
make photostats of it. 


Second Strata Buyers 
To the Editor: 


The article, “Selling to the Second 
Strata of Buyers” appearing in the 
March issue has been passed around in 
our organization, and I am wondering if 
there are any reprints available. If so, we 
would be interested in having approxi- 
mately 20 copies. —Wiuuam T. Git- 
LinDER, Gillinder Brothers, Inc., Port 
Jervis, New York. 


Mr. GILirinperR: We're sorry 
have no reprints of that article. 


To the Editor: 


In the March 1948 issue of American 
Bustness I have had the pleasure of 
reading “Selling to the Second Strata of 
Buyers.” Congratulations on the manner 
in which you have hit the nail exactly on 
the head. 

May we have your permission to make 
several hundred copies of this article so 
that it can be distributed to all our 
dealers and salesmen?—J. C. Srewart, 
assistant treasurer, LeRoy H. Bennett 
Company, San Francisco, California. 


that we 


Mr. Stewart: Yes, you may copy the 
“Second Strata of Buyers” article for 
distribution to your dealers and salesmen. 


Executive Deaths 
To the Editor: 


We would like your permission to dis- 
tribute to our executives copies of the 
article, “A Doctor Looks at Executive 
Deaths.” This appeared in the July 1947 
issue of AMERICAN BusiNess.—WILLIAM 
H. Ketty, Jr., safety engineer, General 
Aniline Works, Division of General 
Aniline & Film Corporation, Rensselaer, 
New York. 


Mr. Ketty: Surely, you may reprint it. 
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“We're happier since 
the Twins arrived /” 








My Steseatbons Twin 
behaves beautifully! 


Slow, tiring, “‘read-that-back” dictation 
went out the door the day voice-perfect 
Electronic Dictation stepped in. 

My twin—the Electronic Dictating Ma- 


My Dictaphone Twin 
is letter perfect ! 


My Twin’s electronic, too . . . it’s the new 
Dictaphone Transcriber! It re-speaks every 
word with perfect tonal clarity. It means 
nonstop, letter-perfect typing. 

There’s every convenience for speed 





chine—gets all dictation finished in record 
time. It’s said and done, now! 

This machine lets me relax while I 
dictate, too. The handy electronic mike 
never muffs a word, or a whisper. I can sit 
back and think out loud! 


The Dictaphone Twins 
For an eye-opening, ear-opening dem- 
onstration, call your local Dictaphone 
Representative. Let him show you how 
the Twins can save you time and money. 
Cr just mail the coupon below. 


eee ee ee 


| Dictaphone Corporation, Department J 3 
420 Lexington Avenue, New York 17, N. Y. 


O Please send me descriptive literature. 
0 Please demonstrate Twins in my office. 




















and comfort. Dials to control volume, tone 
and speed separately. A muting switch, 
that completely smothers all machine 
sounds. 

And the feather-light head-set never 
touches a hair of my head! 





The word DICTAPHONE is the registered trade- 
mark of Dictaphone Corporation, makers of Elec- 
tronic dictating machines and other sound-recording 
and reproducing equipment bearing said trade-mark. 


DICTAPHONE 


Electronic Dictation 


“‘It’s said and done!“’ 





IN foriteyatel Muutetaalelalb4-tomataxelaiilale, 


provides “60-second service” at this hotel desk... 


. - - See what it can do for your business! 
Mechanization is today’s key to efficient, 
economical accounting for businesses of 
every size and type. Mechanization with 
National Accounting Machines brings sav- 
ings ranging up to 30%! Savings which 


THE NATIONAL CASH 
4 


often pay for the whole installation in the 
first year—and then go on from year to 
year. Let your local National representa- 
tive check your present set-up, and re- 
port specifically the savings you can ex- 
pect. No cost or obligation of any kind. 


CASH REGISTERS + ADDING MACHINES 
ACCOUNTING MACHINES 


REGISTER COMPANY, DAYTON 9, OHIO 
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General Motors’ plan for 
avoiding the threatened strike of 
its labor force is based on what ap- 
pears to be a sound premise. It is: 
Re-establish the buying power of 
an hour of work on a sound basis. 
Protect the buying power of an 
hour of work against changes in 
consumer prices by making cost-of- 
living adjustments. Improve the 
buying power of an hour of work 
so that over a period of years the 
worker is assured of an improved 
standard of living. Such a plan 
can be successful only on a long- 
term contract, and with faith in 
the minds of the workers that the 
company intends to do right by 
them. If it can be maintained for a 
couple of years, the plan may be 
the basis for other contracts be- 
tween workers and employers. 


W. Walter Williams is the 
new chairman of the Committee for 
Economic Development, succeed- 
ing the founder Paul G. Hoffman. 
Mr. Williams is a Seattle business 
leader who has taken an active in- 
terest in civic and community af- 
fairs, having been president of the 
Seattle Chamber of Commerce and 
Seattle Rotary Club. He was re- 
cently voted Seattle’s most useful 
citizen. Nationally he has been 
president of the Mortgage Bank- 
ers Association. 


Profit Problems of business 
are spotlighted by the following 
figures taken from a recent mes- 
sage to Marshall Field (depart- 
ment store) stockholders. Sales for 
the first quarter of 1948 were up 
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6 per cent. Total expenses were up 
14 per cent. Net income per com- 
mon share was $0.85 for the 
first quarter in 1948, as compared 
with $1.24 in the first quarter of 
1947. One item from President 
McBain’s report seemed especially 
interesting. He said, in comment- 
ing upon cost reductions, “Cost 
reduction cannot be heedless and 
arbitrary, having no regard for 
the tradition and reputation of the 
business, or for the feelings of our 
customers and employees.” That’s 
something we can all remember. 


Southern Pacific announces 
purchase of five new Diesel electric 
streamlined trains for the Sunset 
Route, replacing the old Sunset 
Limited equipment now running 
between New Orleans and Los 
Angeles. The five trains will cost 
about $15,000,000 and it is hoped 
that delivery will be made late in 
1949. This streamlined equipment 
will certainly be welcomed all along 
the route and especially by the 
business travelers between San 
Antonio and Houston, two of the 
fastest growing cities in America, 
which have very poor railroad 
service between them. Houston has 
excellent service north to Dallas, 
Ft. Worth, Kansas City, Chicago, 
and even Minneapolis, but poor 
service to San Antonio. San An- 
tonio has reasonably good service 
north to Dallas, Ft. Worth, 
Memphis, Little Rock, St. Louis, 
but not so good to Houston. Pur- 
chase of this new equipment brings 
S. P.’s postwar new equipment bill 
up to $183,000,000, says A. T. 


Mercier, president of Southern 
Pacific Company. 


Murray Shields, vice presi- 
dent, Bank of the Manhattan Com- 
pany, recently said, “We are in 
the midst of a number of ‘little 
revolutions’ in electronics, illumi- 
generation, air 
machine 


nation, power 
transport, metallurgy, 
tools, medicine, home construction, 
agriculture, new metals, and in the 
chemical and petroleum industries, 
and food preservation.” All these 
little revolutions, as Mr. Shields 
calls them, mean new opportuni- 
ties, demand for enormous capital 
investments, and every one of them 
serves as a threat to some old 
method, some old process, or some 
company which refuses to modern- 
ize its product. 


President of one company we 
know recently sent a copy of his 
company’s sales manual to all fac- 
tory superintendents, supervisors, 
and foremen. “I want these men to 
know what our salesmen are 
promising to customers, so that 
they can help us deliver exactly 
what we promise,” said this busi- 
nessman. Seems to be a sound idea. 
In too many factories no one 
knows what problems the salesmen 
must meet or just how much must 
be done to move the merchandise 
produced in the factory. One fore- 
man, after seeing all that the com- 
pany does for its dealers, said, “I 
never knew how much remained to 
be done to sell our merchandise 
after it leaves our hands here at 
the factory.” 
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...and that’s when we really woke up! br 
The round-about course records take in traveling through 
some organizations is almost like an old-fashioned maze. pl 
Crazy as it seems, planting hedges for the maze re 
would at least show up the difficulties. Ar 
But it’s much simpler to call in a Diebold man tic 
and have him make a survey of your record system at no cost to you. di 
He won't actually recommend hedges! But he will lie 
give you a complete, unbiased recommendation th 
for streamlining, simplifying and speeding up W 
your record handling. He can be unbiased, because Diebold fel 
makes all four types of record equipment. He is a specialist pl 
in properly fitting equipment facilities to job 
‘ : ° 2 to 
requirements. Take advantage of this Diebold service. 

Look up Diebold in your phone book, or write — 7 
Diebold, Inc., 1573 Fifth Street, $.W., Canton 2, Ohio. an 
lay 
ol i 1 = 7 Multi-Flex Rack with Flex-Site Visible fir 
ROTARY VERTICAL VISIBLE MICROFILM Binders enables clerks to operate as many of 

° W /// — (AY as six large size binders with the ease of one : 
. . . permits form additions and changes with- bi 

I{ O out removing binders . . . provides faster Ke 
random posting and reference . . . accommo- tir 

dates work distribution during peak period , 
RECORD-HANDLING stems . . . holds upwards of 10,000 visible records ru 
in certain form sizes. sti 
MICROFILM + ROTARY, VERTICAL AND VISIBLE FILING EQUIPMENT + SAFES, CHESTS AND VAULT DOORS + BANK VAULT EQUIPMENT » BURGLAR ALARMS de 
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Sewell Avery, Montgomery 
Ward’s fiery board chairman, is in 
the news again. Having fought the 
unions, the United States Govern- 
ment, and many executives, this 
time he is in a row with a group of 
vice presidents, as well as the presi- 
dent of the company. There is a 
rumor afloat that he is due to leave 
the company at the end of this 
year. But we doubt that. It re- 
quired the United States Army to 
remove him on a previous occasion, 
and may require similarly vigorous 
treatment to oust him again, pro- 
vided he does not want to leave. 
Mr. Avery is well entrenched, not 
only at Ward’s, but he is also 
chairman of the board of United 
States Gypsum Company, and a 
board member of United States 
Steel Corporation of Delaware, 
The Pullman Company, People’s 
Gas, Light & Coke Company, 
Armour and Company, and The 
Pure Oil Company. Story is that 
he ordered the president to fire 
some vice president. The president 
refused, turned in his resignation, 
whereupon several vice presidents 
also resigned. Upon agreement on 
certain limitations of Mr. Avery’s 
power, the president and vice presi- 
dents withdrew their resignations. 


Lawrence Appley, who was 
brought in about a year ago to 
pour oil on Ward’s troubled em- 
ployee relations waters, resigned 
recently to become president of 
American Management Associa- 
tion. While Mr. Appley declined to 
discuss his resignation, it is be- 
lieved that he was disappointed in 
the attitude toward employees at 
Ward’s and resigned because he 
felt that little could be accom- 
plished. One vice president is said 
to have remarked that the recent 
mass revolt of the vice presidents, 
and the subsequent change in by- 
laws to curb Avery’s penchant for 
firing executives, was the beginning 
of the end of Avery’s career at the 
big mail-order house. We are put- 
ting considerable salt on_ this 
rumor, because if Avery wants to 
stay, he will probably stay, presi- 
dent or vice presidents notwith- 
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standing. We certainly do not ap- 
plaud Mr. Avery’s prodigal waste 
of management skill and talent, 
but Mr. Avery doesn’t care a hang 
who does approve his policies. 
P.S. Stop the press. President 
Norton just re-tendered his resig- 
nation, which was quickly accepted. 


Texas Travelers will welcome 
the time saving made possible by 
the new Texas Special, Missouri- 
Kansas-Texas (Katy Lines) 
Diesel electric streamliner. Train 
still leaves St. Louis at 5:30 p.m. 
but it now arrives at Dallas at 
6:52 a.m. instead of 9:55 as in the 
past. It arrives in San Antonio at 
1:30 p.m. instead of 5:35 as in the 
past. The northbound schedule 
calls for a 3:30 afternoon depar- 
ture from San Antonio instead of 
the former 8:45 a.m. departure. 
The new train is red and stain- 
less steel, making a handsome ap- 
pearance. Several new features are 
included. The bedrooms have 
toilets and washbowls in a little 
private room, instead of in the 
bedroom itself, and there’s no more 
“unfolding” to do. There’s no more 
necessity for hanging clothes out 
in the bedrooms either; there’s a 
place for them now. Two bedrooms 
may be made into a suite for four 
people through an easily moved 
sliding door arrangement. There’s 
a diner and lounge car for Pullman 
passengers, and a _ combination 
lounge-snack-diner, bar-soda foun- 
tain car for coach passengers. 


One Man’s Work may live 
long, long after his death. Many 
years ago the Chicago and Alton 
Railroad had a very aggressive and 
progressive passenger agent. He 
was a business getter from way 
back. The fact that the Alton 
Route handles about 65 per cent 
(some years it is as high as 82 per 
cent) of the passenger traffic be- 
tween Chicago and St. Louis is 
largely due to his work. Three other 
roads which have service between 
the Windy and Mound cities 
divide the remaining 18 to 35 per 
cent. Now the Chicago and Alton 
is known as the Gulf, Mobile and 





Ohio, but the new owners are still 
reaping the rewards of one man’s 
skill and ability. None of the other 
railroads have been able to chal- 
lenge the Alton’s leadership in this 
phase of railroading. While it is 
true that the Alton line operates 
the most frequent service to St. 
Louis, it is also probably true that 
were it not for the work, many 
years ago, of one progressive man, 
George J. Charlton, plus enthu- 
siastic cooperation of his organi- 
zation, the other railroads might 
be able to win more of this busi- 
ness than they have thus far been 
able to attract. 


Competition Creates more 
business. Some years back when 
the offset process of printing be- 
gan to make such rapid strides, 
many people said that the photo- 
engravers would soon be behind 
the well-known 8-ball. But offset 
printing continues to command a 
large share of the total. Thou- 
sands upon thousands of busi- 
nesses have put in small offset de- 
partments to produce their own 
forms, promotion pieces, price 
lists, catalog pages, and other 
printed matter. In our own shop 
our engraving bill is a fraction of 
what it used to be before we in- 
stalled our offset department. But 
the photoengravers are still busy. 
Business, they tell us, is wonder- 
ful; they have all the work they 
can do, and if offset has cut into 
their market no one seems aware 
of it. The fact is probably this: 
For every job offset has taken 
away from photoengraving, it has 
created another to take its place. 
Business, once it learns to use good 
promotion, uses more and more 
illustrations requiring engravings, 
and many a company seeing a 
good offset job decides to produce 
something similar, but for one 
reason or another has the work 
done letterpress. We thought 20 
years ago that the home mechani- 
cal refrigerator would turn the ice- 
man into a fond memory. But he’s 
still on the job and doing very well, 
thank you. And the photoen- 
gravers don’t look worried, either. 
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Are Today’s Oftice Costs 
Too Low? 





Almost universal complaint about high office costs 
completely overlooks the important fact that it is 
easy to cut office costs—at the expense of other, 
more important departments—and then suffer losses 





By Eugene Whitmore 


HERE is wide complaint today 
about the high cost of running 
an office. Supplies, salaries, rental, 
and other costs are punching holes 
in the ceiling, as everybody knows. 
But, as nearly always in similar 
cases, the people who complain 
most and loudest about high of- 
fice costs are usually the people 
who are doing least about the 
problem. 

Actually the problem of high 
office costs may not be nearly so 
important as some businessmen 
believe, for the very simple reason 
that high office costs may mean 
lower operating costs, lower manu- 
facturing costs, lower handling 
and distribution costs. In fact, 
high office costs may be excellent 
insurance against bankruptcy or 
serious financial difficulty. When 
heads of businesses do not receive 
enough vital facts about sales, in- 
ventories, costs, because of “low 
cost offices,” trouble may be costly. 

No businessman in his right 
mind wants to pay more than is 
necessary for office operations ; yet 
in an effort to hold down office 
costs some businessmen have tol- 
erated losses in other sectors of 
their business which might have 
been prevented by the expenditure 
of a little more money in the office. 

We want to make this point 
clear. High office costs should 
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mean lower costs in other depart- 
ments. Low office costs may mean 
dangerously high costs in other 
departments. Suppose we glance 
at one case which seems to be 
typical. 

In a certain wholesale house, 
dealing in materials which have 
been scarce for several years, word 
went out to buy liberally. The 
company’s salesmen boasted that 
if anybody had merchandise they 
did. And this was true. The com- 
pany had merchandise stacked to 
its ceilings and sales were booming. 
While the company salesmen were 
telling about high stocks, other 
members of the company were 
boasting about the company’s low 
overhead. “No fancy offices, just 
a couple of bookkeepers and billing 
clerks; no high sounding titles, 
everybody here works.” 

Now any businessman will be 
likely to envy another businessman 
who boasts about low overhead, 
low office costs, and a very small 
number of what businessmen love 
to call “unproductive” workers. 

When the members of this 
wholesale firm told their fellow 
businessmen how few “nonproduc- 
tive” workers they had, it was 
plain that they were the envy of 
their friends. 

But as often happens this 
bubble has burst. The company 


now wishes that it had put a little 


more money into “nonproductive” 


workers. Its inventory has become 
unwieldy and slow moving. Items 
which were scarce as late as th« 
fall of 1947 are plentiful today ; 
some items, on which this company 
has a heavy inventory, are ac 
tually distress merchandise today 
This company’s working capital 
is tied up in slow moving mer 
chandise which needs to be liqui- 
dated. But the company’s ac 
counting department is so far be- 
hind that no one knows exactly 
where to start unloading. Years 
ago when the company’s executives 
could walk through the warehous« 
and sense that there was too much 
of this item or that item, a fas! 
moving inventory system was 
probably not necessary. Had the 
company such an inventory system 
in operation today, it might hav 
saved a round sum. The right sort 
of inventory control system would 
have flagged the mounting stocks 
of certain items, and raised a 
warning signal that these were 
items which they thought wer 
scarce, but which had already be 
gun to be plentiful. In this case we 
had the ironic spectacle of buyers 
taking in merchandise they thought 
to be scarce, at the very same tim 
that the company’s salesmen wer 
reporting the pipe lines filled. 
Here is clearly a case of reduc 
ing office costs at the expense o! 
the entire business. Such cases ar 
not uncommon, and to those wh 
are familiar with them it seem: 
somewhat silly to hear, so mucl 
complaint about higher office costs 
In another case the same 
situation prevails. This time, th: 
business is enjoying higher sales 
than ever, but in 1947 and so far 
in 1948 profits are’ down. The 
business consists of four separate 


AMERICAN BUSINESS 














Th 
nes 


diy 
ma 
sey 


fer 
to 

pri 
gol 
rea 
the 
wh 
not 
hig 
tha 
pol 
stil 
ver 
mel 


ter 
tril 
wor 
anc 
cull 


Iw 





le 


is 


ic 











Sales 


Daily Report 
Compared with Year Ago 
By Salesmen 
By Products 








Financial 


Bank Balances 

Daily Collections 
Compared with Year Ago 
Accounts Receivable 
Accounts Past Due 
Accounts Payable 








Shipments 


Daily Report 

Compared with Year Ago 
By Products 

Dollar Volume 

Physical Volume 








Reports That Guide Top Management 








Receipts and 
Commitments 


Daily Report 
Parts 


Raw Materials 
Supplies 
Miscellaneous 











Labor and Payroll 


Weekly Report 

Compared with Year Ago 
Number Employed 

Total Cost 

Per Cent Direct Labor 

Per Cent Overhead, Mainte- 
nance, etc. 

















The old-time executive who merely looks at profit-and-loss statements and thinks he knows what is going on in his busi- 
ness may awaken to find that his creditors know more about his business than he does about his very own business 


divisions, each having separate 
markets, separate sales forces, and 
separate department managements. 

In a series of company con- 
ferences attempts have been made 
to determine why, with higher 
prices and larger sales, profits are 
going down. Long discussions have 
reached no conclusions because 
there is bitter disagreement as to 
whose fault it is that profits are 
not maintained. One group blames 
higher selling costs; another feels 
that it is carrying too large a 
portion of factory burden; and 
still another complains that ad- 
vertising costs of other depart- 
ments are eating profits. 

More elaborate cost figures, bet- 
ter sales analysis, and better dis- 
tribution of costs and expenses 
would put a stop to this bickering 
and clearly illuminate the diffi- 
culty. But this company, like 
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others we know, takes old-fash- 
ioned pride in keeping down ex- 
penses by refusing to _ install 
modern accounting methods. The 
result is confusion, distrust, and a 
lack of sound direction because 
nearly everything done in the busi- 
ness must be done without a clear 
knowledge of the exact relation- 
ship between the cost of each 
activity and the results produced. 

Another case is reported by the 
chief owner of a once-prosperous 
business which is now operating on 
a dangerously thin profit margin. 
The owner says, “Our cost and 
sales analysis departments were 
allowed to fall apart during the 
war because we thought they were 
no longer needed. Now we suddenly 
need both departments, and I have 
been unable to get them organized 
and functioning. I know that we 
are handling a considerable volume 


of business which is not profitable, 
but no two of my executives agree 
as to where we ought to begin 
pruning.” 

This same man admits that he 
is dangerously near pricing his 
products out of the market, yet it 
is plain that vigorous steps must 
be taken to avoid another losing 
year. 

In many modern offices today 
the office management furnishes 
general management with such ac- 
curate figures that it is possible to 
estimate in advance the result of 
one or more possible steps. For 
example, the traditional role of 
office management is to report the 
history of a business, in terms of 
figures from the past. Today, in 
well-managed companies, office 
management furnishes estimates, 
and good sound ones, too, as to 

(Continued on page 30) 


















Business Plans with 
Cautious Optimism 





Many encouraging factors in today’s business picture 
led to rise in equity values. But careful appraisal 
of all factors shows enough dangers to warrant real 
caution in plans involving expansion for the future 





By Robert ms ,* 


HE sudden upward swing of the 

stock market in mid-May, like 
the collapse of the commodity mar- 
kets 3 months before, seems to have 
signaled a fundamental change in 
the business picture. When wheat 
and corn and other foodstuffs 
tumbled in February, most ob- 
servers interpreted the fall as a 
definite indication that the world 
had passed the worst phase of its 
postwar food crisis. The question 
in management’s mind last month 
was whether the stock market 
surge meant the postponement of 
the recession which the market had 
until then steadfastly predicted. 

If the stock market was play- 
ing its traditional role as fore- 
caster, there must have been some 
basic change visible in the eco- 
nomic scene. For while our cor- 
porations reported ever-growing 
incomes and sales all through 1946 
and 1947, the equities market 
gloomily looked ahead to less 
prosperous times. Now that many 
businesses, as the market then 
predicted, are feeling a sluggish 
tone in sales and are meeting their 
first stiff competition since 1940, 
the market has buoyantly changed 
its ideas and seems to point to 
further prosperity ahead. 

There is some reason to share 
in the market’s optimism. Yet a 
careful examination of the factors 
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which have influenced Wall Street’s 
change of mind would also indicate 
that we should temper our 
optimism with a strong dose of 
caution. 

Political developments play an 
important part in inducing the 
bullish tone in stocks. Congres- 
sional tax paring, for one thing, 
will not only liberate an estimated 
$5 billion of individuals’ incomes 
to be spent on goods and serv- 
ices, but will also result in an 
elimination of the Treasury’s cash 
surplus. It should not be forgotten 
that the accumulation of cash and 
the extinguishing of the public 
debt have been among the most 
powerful restraining fiscal weap- 
ons in the Government’s hands by 
sterilizing purchasing power and 
shrinking the banks’ lending power. 
The reduction of tax receipts will 
therefore be a double stimulant ; 
it will increase spending potential 
and at the same time decrease the 
Treasury’s deflationary influence. 

Political action has further con- 
tributed to the stock market boom 
by the passage of the European 
Recovery Program. Basically our 
expenditures to aid Europe will 
not do more than maintain last 
year’s record export rate. But 
ERP legislation has at least 
guaranteed that our exports will 
not decline. 


More important yet, the grow- 
ing momentum of armaments has 
‘aused many people to envisage a 
long-range boost to business stem- 
ming from heavy building of 
planes, the equipping of a sizeable 
army, and even the arming of th« 
countries of Western Europe. Th« 
President’s original request fo. 
arms was modest enough—$3 bil- 
lion in appropriations and $375 
million in contract authorization, 
of which only $1.7 billion was to 
be spent before June 30, 1949. But 
already Congress has raised the 
sum and speeded the outlay. 

Added up, the stimulants are 
certainly not to be ignored. Arma- 
ments spending, in particular, is 
an important factor; unlike ERP 
or tax cuts, there are no limits to 
its size. And yet, a sober scrutiny 
of these stimulants leads one to the 
conclusion that their influence may 
quite easily be exaggerated. 

Even with the boosted arms 
program, our expenditures for 
military purposes will not be much 
more than 6 per cent of our total 
national gross product. More im- 
portant, the armaments program 
—the really important stimulant 
of the three—depends largely on 
totally unforeseeable political de 





velopments. A change in Russian 
attitude, evidenced by concessions 
through the U. N., might make an 
armaments program of any real 
size extremely unpopular. 

Furthermore, greatly increased 
armaments expenditure would 
counteract the stimulus of lowe: 
taxes by necessitating the restora- 
tion of higher rates, both on busi- 
ness and individual incomes. 

Finally, while ERP will main- 
tain our exports, it will not do 
more than that; we have probably 
passed the peak of our export 
boom. 
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Meanwhile there have been en- 
couraging developments in~ the 
business side of the economic pic- 
ture. The Department of Com- 
merce has published estimates of 
capital expenditures for 1948 
‘which show that business plans to 
spend $18.7 billion on new plant 
and equipment in 1948—over $2 
billion more than in 1947. This is 
one powerful force in maintaining 
purchasing power which can _ be 
counted on in the near future. 
Another good sign noted by the 
Department of Commerce is the 
fact that backlogs of demand, 
especially demand for consumer 
durable goods, show no tendency 
as yet to dry up. In automobiles, 
for example, while 1948 should see 
an elimination of the deficit in 
automobile population per capita, 
the replacement backlog of over- 
age cars will be even larger at the 
end of the year than at the be- 
ginning. Similarly in’ vacuum 
and 





cleaners, washing machines 
most important, in new housing— 
there is still a huge vacuum of 
cash demand which can be satu- 
rated. As the Department of Com- 
merce says, “for the near-term 
outlook, any serious weakening in 
aggregate demand is not likely to 
originate in the consumer durable 
goods sector.” 

The picture, as a whole, is not 
black and white. But with the con- 
tinually enlarged role of the 
Government in the economic life 
of the nation, this lowered eco- 
nomic visibility must be expected. 

When we sum up the principal 
factors in the economic equation, a 
cautious optimism does seem war- 
ranted. Earlier expectations of 
consumer saturation do not yet 
seem to be justified. Capital ex- 
penditures will continue to be 
large. Taxes will be lower. Our ex- 
ports will be sustained. The 
Treasury will have to cease its de- 
flationary financial operations. 
The arms program will pump an 
additional $3 billion at least into 
the economy during 1948-1949, 
and this may be raised to further 
billions if we step up our defense 

(Continued on page 42) 
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(Photo by A. Devaney, Inc.) 


Capital expenditures for new plants and industrial enterprises, despite high 
costs, home building, demand for consumer durables, plus sustained efforts to 
maintain our export trade all combine to encourage reasonable optimism today. 
Pessimism which prevailed earlier in 1948 seems to have wholly disappeared and 
buying continues on an even keel in nearly all important industries and areas 
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New Billing System Cuts 


Time and Errors 





The Commonwealth Edison Company has recently 
changed over to asimplified system of billing Chicago’s 
one million electric users. These customers receive 
machine-punched cards with stubs for remittances 





HICAGO’S one million electric 
users are receiving new, simpli- 
fied bills these days. 

The bills are machine-punched 
cards with stubs for the customers 
of the Commonwealth Edison Com- 
pany to return with remittances. 
The only printing on these stubs 
is the date the remittance is due, 
plus the amount and account num- 
ber. Punched holes, together with 
some of these figures, represent all 
the information needed, however, 
for tabulation by Edison. 

The change-over from the old 
system to the more modern tabu- 
lating machine method of billing 
and accounting took a year to 
complete, and the last accounts 
were just recently switched to the 





Fifty-five hundred bills an hour are inserted into enve- 
lopes, and other inserts can be enclosed at the same time 
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new. A previous change in Edison’s 
accounting system took 4 years 
to accomplish, although the re- 
sults were not so far-reaching. 

Accuracy is one of the chief 
aims of the new method. Manual 
computing is virtually eliminated, 
and the machines seldom make an 
error. Under the old system, the 
meter reader wrote down the cur- 
rent reading and subtracted the 
previous reading from it. But now 
he carries a compact file of cards 
instead of the cumbersome books, 
and instead of writing down any 
figures, he merely makes certain 
marks on these cards to represent 
them. Machines will later compute 
the differences. 

Another advantage of the 


punched-card plan is that it 
eliminates duplicate files, replacing 
seven separate files with two files. 
All the information formerly con 
tained in seven records is now key- 
punched into two cards, the utilit, 
and meter history cards. 

Information punched in_ the 
meter history cards includes: 
Number to identify the location of 
the customer’s account; revenue 
classification to show whether the 
account is residential, rural, com 
mercial or public authority, as 
required by the Illinois Commerce 
Commission; meter number and 
constant; size and type, year 
meter was acquired, and date of 
next test; meter reading instruc 
tions in code; service address ani 
town; state and postal zone. 

This information is punched in 
the regular fields in the card. 
There are other control punches to 
indicate an account which is 


_ exempted from either the Federal 


or State tax on sales of electricity, 
A. C. or D. C. meter, extended ne! 
payment period, and rental charge. 
Some customers request that bills 





Meter readings checked in pencil on the utility cards are 
reproduced electronically in a Mark Sensing Reproducer 
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Information from the customer’s stub is reproduced into The top card is the customer's bill with the stub, the 
regular-sized cards that can be used in all tab machines next one the meter history, and the last the utility card 


be sent to an address different 
from that where the meter is 
located, and this address is 
punched in an additional card. 

Meter reading instructions in 
code, as stated above, are punched 
into the meter history cards. This 
is an interesting point, since it in- 
dicates how meter readers find 
their way around with so little dif- 
ficulty. These coded instructions 
tell whether there is a dog at the 
house, and even gives a symbol 
that warns the reader of a bad 
dog. With these instructions, a 
meter reader knows if he must yell 
to be heard and knows when a cus- 
tomer is crippled and might take 
a long time in making an ap- 
pearance. Locations of meters are 
indicated, and other miscellaneous 
instructions are given. 

Utility cards, which are the < 
meter reading, billing, and ac- * 
counts receivable cards, have this 
information punched in them: Ac- 





Information from utility cards is printed on the back of meter history cards, 
(Continued on page 34) by wiring the tabulator plugboard in reverse and inserting cards upside down 
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Employees in the Symphonola department, as in all other departments at Seeburg, work on a cooperative incentive basis. 
An index is figured from time studies, and whenever production exceeds this figure, a bonus is paid to each employee 


Employee Incentive Plan 
Pares Payroll Expense 





When J. P. Seeburg replaced a complex individual 
bonus plan witha departmental system, so much paper 
work was eliminated that 9 employees working on 1 
shift could do the work of 24 people working on 2 shifts 








Checks and their stubs are written on the Remington-Rand tabulator from the 
gross and net cards after the latter are summarized from five or more cards 
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By WH, Voveis 


WENTY-FOUR people, some 

of whom worked on a nighit 
shift, were employed in the payroll 
department at the J. P. Seeburg 
Corporation, Chicago, a year ago. 
Today 9 employees do the san 
work during a regular 40-hou: 
week. 

The story behind this reduction 
in payroll preparation costs lics 
primarily in a simplified method © 
computing employee _ incentiy 
bonuses. A system was devised tha 
gets the greatest efficiency fro 
the Remington-Rand machines, « 
the same time eliminating much © 
the work that formerly was don 
manually. Installation of the sys 
tem facilitated the transfer 0! 
most employees to other work. 

A year ago employees at Se 
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Distribution sheets that show costs by 


Clock cards and cashed checks are filmed on the Recordak. The roll of film on department and job are tabulated 
the machine records half again as many checks and cards as are seen here quickly and accurately from cards 


burg were working under an in- 
centive plan whereby bonuses were 
given for individual production 
jobs. Since many employees di- 
vided their day’s work among 
several jobs, this entailed a multi- 
tude of details for the tabulating 
department. For example, in a de- 
partment with a dozen workers, 
there might be 12. different 
operations. During 1 day each em- 
ployee might spend some time in 
any number of these operations. 
If each of the 12 employees worked 
on just 6 of the jobs, there 
would be 72 records for that de- 
partment at the end of the day. 

There was a record for each 
worker and for each job. When a 
man finished one operation, a 
record was made on his card and 
also on a card for the job. Since 
31 departments were under the 
incentive plan, it is no wonder that 
24 employees working on two shifts 
were necessary to handle _ the 
hundreds of cards. Without the 
Remington-Rand machines to 
carry the load, of course, many 
times 24 workers would have been 
required for tabulating work. 

To eliminate some of this work, 
Seeburg switched from an indivi- 
dual incentive plan to a depart- 
mental program. Production ree- 
ords were then kept only for the 


various jobs, and employee pro- 


(Continued on page 44) 
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Before the incentive plan was begun at Seeburg 2 years ago, production was one- 
third below standard. Now it is one-third over; workers get 35 per cent more pay 
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Design Experiments in 


Executive Desks 





More comfortable and efficient working tools for the 
executive is the problem being tackled by office fur- 
niture makers today. Report on progress, and details 
of studies now being made to improve executive desks 





LMOST without exception the 

entire office furniture industry 
is at work on research, studies, ex- 
periments, and developments of 
new and improved products. 

Desks have been so rigidly 
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standardized for many years in 
size, design, and arrangement, that 
it is not easy to design a really 
new office desk ; yet that is exactly 
what the industry is attempting 
to do. 


Since the introduction of th 
so-called “sanitary desk” man) 
years ago, when the full pedestal 
desk was gradually replaced by 
the leg desk, under which it was 
easy to sweep and clean, there have 
been relatively few changes in 
basic desk design until recently. 
True, you could have a Georgian 
design, an Italian Renaissance, 
William and Mary, Chippendale, 
or almost any other standard 
period. But size, height, drawer 
arrangement, and other basic fea- 
tures were the same. Clerical and 
junior executive desks were 60 
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OPPOSITE PAGE: This 39- by 78-inch executive desk has built-in light, letter trays, clock, calendar, inter-com set, 
telephone on sliding tray, telephone register, and many other time- and effort-saving devices. ABOVE: Junior ex- 
ecutive desk has skid base, sliding top, concealed letter trays, mail compartments, built-in lamp, ashtrays, with a 
back section pivoted to permit a flat top, or upraised letter and other trays as shown. Both desks were designed by 
Henry P. Glass for the Indiana Desk Company as experiments and are reproduced here through its courtesy 


inches by 34 inches, and executive 
desks ranged up to 72 inches and 
84 inches, with some even larger 
in the case of custom-built jobs. 
But executive desks, with few ex- 
ceptions, were exactly similar to 
clerical desks ; they varied only in 
size and details, such as carefully 
matched veneer patterns on tops 
and panels. 

Recent studies have brought 
about many improvements. Legs 
have been almost wholly abandoned 
for improved “skid” or island 
pedestal bases. Sizes are generally 
smaller, and the height is either 
29 inches or adjustable. 

Improvements in manufacturing 
processes, including wood treat- 
ment to harden vital parts such as 
knee-well posts, and burn-resistant 
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tops are now in process of com- 
pletion. The space saver sizes, 
which save up to 15 per cent in 
floor space required, are meeting 
enthusiastic responses from many 
buyers whose offices are already 
overcrowded or whose rental rates 
have skyrocketed. 

AMERICAN Business has pub- 
lished many stories about these im- 
provements in office furniture. As 
far back as 1938 we were publish- 
ing stories about the installation 
of convertible desks with extension 
tops, lower height, and new facili- 
ties for typewriter mounting. In 
the fall of 1946 we published a 
special section which illustrated 
the now-famous Coronet desk by 
Gunn Furniture Company, a pilot 
model produced for study by the 


Wood Office Furniture Institute, 
two new desks by The Leopold 
Company, one by Stow & Davis 
Furniture Company, a space saver 
by Commercial Furniture Com- 
pany, and a consultation desk 
produced by Art Metal Construc- 
tion Company. 

From all the studies and re- 
search it appears that the general 
office desk is destined to remain 
smaller. The space savers have 
been enthusiastically received and 
are rapidly becoming popular. 
Production difficulties have ham- 
pered the development of executive 
desks, but from present indications 
it appears that major improve- 
ments in executive desks are cer- 
tain. The executive desk needs pro- 

(Continued on page 32) 
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Sales Up, Costs Down—Daq 





Many a product has a much wider sales potential than 
realized. More sales appeal and lower costs are often 
possible when the right industrial designers and en- 
gineers put new ideas into our “‘plain Jane’’ products 





By Wilam 1. Augshurger 


HE margin of excellence among 
competitive consumer and capi- 
tal goods, narrowing by pro- 
nounced degree as the reconversion 
race levels off to a buyers’ market, 
is becoming more and more ap- 
parent to manufacturers and is 
influencing many to rely more 
heavily on the industrial designing 
profession. 

Many concerns in the retail 
field, such as Sears Roebuck and 
Co. and Montgomery Ward & Co., 
which sell products manufactured 
to their special requirements based 
on customer likes and dislikes, de- 
pended for years on their own 
staff designers. Now Sears and 
Ward are employing outside de- 
sign talent to supplement the work 
of their own people. These mail- 
order houses are stressing design 
mostly in home appliances, many 
of which are produced and mar- 
keted with each firm’s special 
brand names. 

Capital goods manufacturers, 
especially firms like Kearney & 
Trecker Corp., are doing an out- 
standing job in creating sales ap- 
peal for their line of punch presses, 
hydraulic lifts, and other heavy 
machinery items. Formerly such 
makers relied on the utility and 
price factors to compete in the 
market and depended on their pro- 
duction engineers to develop the 
product, with little heed paid to 
beauty of design. 

Dave Chapman, a Chicago de- 
signer with several large accounts 
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in the appliance field, modestly 
contends that design of the prod- 
uct is no more than a 15 per cent 
factor, or advantage, in the final 
sales result—all other factors be- 
ing equal. “Increasing numbers of 
industries have felt that design 
has become a necessary part of the 
total sales plan,” he said. He of- 
fered as a case in point the battle 
for a niche in the public favor be- 
ing waged by the washing machine 
makers. 

Bendix Home Appliances, Inc., 
came out with the first automatic 
washer in 1937 and before rivals 
could jump into the market the 
war had curtailed materials. But 
the war years built up the demand 
with millions of new families with 
babies and extra cash to spend and 
with domestic help scarce. This 
juicy market attracted a lot of 
manufacturers who sent designers 





Modern design gives Cummins 
machine (right) new look (above) 


to their drafting boards, keyed to 
a high pitch. 

Now, at least a dozen manufac- 
turers are either in production or 
ready to introduce new models in 
competition with Bendix — West 
inghouse with the Laundromat; 
F. L. Jacobs Co. with the Launder 
all; General Electric; Frigidaire 
Div., General Motors Corpora- 
tion; Sears Roebuck with its Ken- 
more; Blackstone Corp. ; Gamble- 
Skogmo Inc. with its Coronado; 
Electric Household Utilities Corp 
with two models, one, the Thor 
Automagic, convertible to a dish- 
washer; Altorfer Bros. Co. with 
the ABC-O-Matic; Apex Electri- 
cal Mfg. Co. with its Apex Auto- 
matic; Norge Division of Borg 
Warner Corp.; Hotpoint, Inc.; 
1900 Corp., which makes Sears’ 
Kenmore, with its own Whir'l- 
omatic; Landers, Frary & Clark 
with Universal; and Barlow & 
Selig Mfg. Co. with Speed Queen. 

Clearly design will play a huge 
factor in determining which of 
these manufacturers come out on 
top in sales. Other factors, of 
course, which Mr. Chapman sub 
ordinates to economy, are integrity 
and engineering abilities of the 
manufacturer, plus use features 
and utility. 

Today’s industrial designers, 
and there are too few competent 
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ones, are gaining more confidence 
from industry since the days when 
they were little more than drawing 
board visionaries. Now their crea- 
tions can be readily adapted to 
assembly-line production and they 
have, and must have, a pretty 
broad conception of engineering, 
merchandising, and many other 
phases of mass output. 

Raymond Loewy Associates, 
New York firm, recognized as a 
leader in the designing field, turned 
out an outstanding example of de- 
sign combined with engineering 
know-how when it shaped a new 
model perforator for the Cum- 
mins Business Machines Corpora- 


an ils the Answer 


tion of Chicago. Both old and new 
models are pictured on page 18, 
and the box on page 38 shows what 
the firm accomplished for Cum- 
mins, with the new Model 300 
perforator, which replaces the 
Model 75 produced until 1945. 
Both machines have equal capaci- 
ties in the electric cancellation of 
checks, bills, documents, and 
stamps, and several other applica- 
tions. But the appearance and pro- 
duction story are something else 
again. 

The Loewy firm which designed 
the revolutionary Studebaker car 
transcended the ruling philosophy 
among merchandisers and de- 


signers who hold that progress in 
design must evolve, rather than 
startle the prospective buyer. One 
school of thought, pointing to a 
similar automobile adventure in 
the early thirties which failed 
dismally and was withdrawn from 
the market because it was years 
ahead of its time, believes that the 
new Studebaker might not have 
been accepted if there hadn’t been 
a car shortage. 

Today’s designing profession 
has come a long way from the 
“shot-in-the-dark” dreaming of a 
decade ago. They have learned to 
know and anticipate what the 
public wants. Dave Chapman says 
this anticipation results from some 
sort of uncanny ability to gaze 
into the crystal ball. But a tour of 
his and other workshops would in- 

(Continued on page 38) 


Chicago designer Dave Chapman designed this line of glass coffeemakers for a club aluminum manufacturer to re- 
place its main line during the wartime shortage. Products proved so popular the company is expanding the line 
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President Pink sees his office from this angle. The conference table in the alcove in the background can be doubled 
in size and is used as a luncheon table. One door leads from the alcove into the kitchen and another into the bath 


Must Business Oftices 
Be Dull and Drab? 





Not necessarily, says management of The Englander 
Company. Its president’s office is designed for effi- 
ciency and comfort, and has features to save time, 


including modern desk, 


bath, and small kitchen 





HE office of I. M. Pink, presi- 
dent of The Englander Com- 
pany, Inc., mattress manufac- 
turers, is designed for speed and 
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efficiency in pleasant, comfortable 
surroundings. 

The office, at Englander’s main 
plant in Chicago, has_ every 


facility for saving time and for 
making business conferences a 
pleasure. An alcove in one end of 
the room has a small table whose 
size can be doubled for use as a 
conference table. The same table 
is often used for lunch, which is 
prepared in a small kitchen that 
adjoins the alcove. The kitchen has 
an electric refrigerator, range, 
cabinets, and other features that 
would delight the heart of many 
secretaries turned housewives. 
Mr. Pink’s secretary doubles as 
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cook, and executive conferences 
are often held over a hot “home- 
cooked” lunch in the air-condi- 
tioned, soundproofed privacy of 
the office. 

The president’s desk is a curved, 
custom-made model manufactured 
by W. & J. Sloane, New York. 
The desk harmonizes with walls 
and other furniture, some of 
which was made by one of Eng- 
lander’s own plants. One of these 
“home” products is a decorative 
scene formed of multicolored 
woods. 

Glass brick windows fill a large 
part of two walls in the room, and 
a large natural fireplace adds a 
homey touch. Fluorescent lights 
are concealed at the edges of the 
ceilmg, and an automatic sprin- 
kling system is installed here as 
well as throughout the plant. 

The office is furnished with a 
bath, and the boss has an op- 
portunity to shave and shower if 
he doesn’t have time to go home 
before an outside appointment. A 
large closet contains a chest of 
drawers for keeping clean towels, 
tablecloths, and napkins. 

President Pink’s office is indica- 


OS 


Glass brick windows cover a large part of two of the office's walls and provide a great deal of natural light that is 
supplemented by fluorescent lighting concealed at the edges of the ceiling. A fireplace adds a homelike atmosphere 
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tive of the planning that is going 
on in executive minds today. Busi- 
nessmen are beginning to realize 
that offices must have more than 
size and must do more than im- 


press visitors. Specific needs must 
be filled, and when designs are 
made with these considerations in 
mind, efficiency and _ production 
can be increased. 





Conferences can be held over a hot lunch from the office’s kitchen which 
adjoins this alcove. Mr. Pink’s secretary doubles as cook at noontime 
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GM Suggestion System 
Saves Time, Money 





Started as a wartime measure, the suggestion plan at 
General Motors has increased in popularity and effec- 
tiveness. Almost $4 million have been paid for 101,835 
ideas submitted by employees during the last 6 years 





By Dwight G. Baird 


URING the 6-year period end- 

ing March 31, 1948, employees 
of General Motors Corporation 
submitted a total of 457,103 
ideas under the suggestion plan 
sponsored by GM. 

Of these, 101,835, or nearly one 
of every four, were adopted. For 
these 101,835 ideas which were 
adopted, the corporation paid its 
employees who made the sugges- 
tions a total of $3,910,247 in 
United States bonds and/or cash. 

Originally introduced as a war 
measure this employee suggestion 
plan, has increased in popularity 
and effectiveness, instead of dying 
out after a brief flurry, as some 





The GM employee at right is receiving 
$950 in Government bonds for one idea 
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plans have done in the past. Sug- 
gestions are still pouring in at an 
average rate of about 4,500 a 
month. The ratio of those adopted 
to those submitted has remained 
almost constant, the range having 
been from approximately 1 to 414 
to 1 to 4. Average value of re- 
wards has also remained almost 
constant. During the war period 
this figure was $38.85; at present 
it is $38.83. 

All awards are 
Government bonds and/or cash. 
Cash is used to make up small 
amounts over the value of the 
bonds. The range of awards is 
from $7.50 to $750 in bonds (pur- 


payable in 


* %, a 


chase price), the highest award 
being a $1,000 bond except in very 
special cases. Employees are still 
ringing the bell, and the employer 
is still as generous as ever in mak- 
ing awards, for sixteen $1,000 
bonds were awarded during the 
first 3 months of 1948. 

Suggestions are classified under 
five headings and all details have 
been carefully stated in announce- 
ments and literature distributed 
to explain the plan. 

The first two classes of sugges- 
tions pertain to savings of produc- 
tive material and/or productive 
labor. Briefly, if an employee’s 
suggestion applies only to his own 
job, his award amounts to the 
total savings effected during a 
period of 2 months on that job. 
If it applies also to duplicate 
operations on the same or other 
shifts, his award amounts to the 
savings on his own job for 2 
months, plus the total savings on 
all duplicate operations for 1 
month. No one award may total 
more than a $1,000 bond, as stated 
above. 

Productive 


materials savings 





The same employee, named Davis, relaxes in his home which his awards for 
12 ideas that were adopted, out of 41 he suggested, helped pay for and furnish 
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Rearrange the 
Drawers Just As You 
Want Them 








Scientific Finish 
for Eye Comfort | 


You'll score high if ‘Starline’ is your answer to any question 






on desk comfort and efficiency. Built for the executive, priced Pull Drawers Way 


Out — Use Every Inch 
of S 














for the receptionist, Starline’s warm wood beauty can be shared 


with the entire staff. 


Any one of several engineered features personalize the Starline 


to you and your needs. Adjustable height, interchangeable Rita ties 


, P Partiti in a Jif 
drawers and eye-saving finish all add up to desk performance te Fit Your Needel 


that is unmatched for downright worth. 


Height Quickly 


The Starline idea is available in a variety of (oc Weare 


executive desks, typewriter desks, and office Comfort 
tables. There’s a model for every office 
worker. Drop us a line TODAY for the 
Starline catalog! Gunn 
Furniture Company, 
Department A, Grand 
Rapids, Michigan. 






MODERN PIONEERS IN 
FINE OFFICE APPOINTMENTS 





There will ALWAYS be 2 Fonticr to Chudllenge the Linerveare Pronect- 











This worker didn’t ‘‘let the chips fall where they may’’; he 
suggested a way to stop their clogging his milling machine 


are calculated on the basis of the 
value of such saving for each part, 
times the normal production of 
that part for the period or periods. 
If, for example, an employee’s 
suggestion results in reducing the 
cost of productive material $.005 
per part, the standard rate is 100 
pieces per hour, and he works 40 
hours per week, then his award is 
calculated as 100 pieces times 347 
hours (2 months) times $.005, or 
$173.33. If the saving also ap- 
plies to other workers engaged on 
the same operation on the same 
part, as is likely to be the case, 
his award includes the total of 
such savings for a period of 1 
month. 


Productive labor saving is cal- 
culated on the basis of the value 
of increased production, figured in 
hours saved at the employee’s rate. 
For example, if an employee’s sug- 
gestion results in increasing his 
production 25 per cent, his rate is 
$1.00 per hour, and he works 40 
hours per week, then his award will 
amount to $.25 times 347 hours 
(2 months), or $86.75. Or again 
if his suggestion applies to dupli- 
cate operations also, he will re- 
ceive the additional award, as ex- 
plained above. 

In addition, an award equal to 
1 month’s actual saving of pro- 
ductive labor only by such other 
employees on duplicate operations 





John T. Bellgraph wins a $1,000 bond for his idea to pack an extra coupe roof 
in each shipping crate, thereby getting nine more crates in each freight car 
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Mailroom worker simplified job of sorting letters before 
running them through postage meter, and won an award 


or in the employee’s own group, 
as a direct result of the sugges- 
tion, may be divided among such 
employees in a manner determine: 
in each case by the suggestion 
committee. 

The third class of suggestions 
pertains to improving the quality 
of production, to improved safety 
conditions, and to matters nol 
directly concerned with productive 
operations. Awards for acceptable 
suggestions of this class range 
from $7.50 in savings stamps to 
an $18.75 savings bond ($25 face 
value). 

In the fourth class are sugges 
tions which result in a saving of 
productive material and/or pro- 
ductive labor on jobs other than 
the employee’s own. In such cases, 
the employees who make the sug 
gestions are given an award equal 
to 50 per cent of the value of the 
productive material and/or pro 
ductive labor savings over a 
period of 2 months. 

The fifth class provides for 
special awards. Among these ar 
suggestions which do not con 
within the first, second, or fourt! 
class and are not adequately com 
pensated under the third class, in 
which the maximum is a $25 bond. 
In such cases, an -independen! 
award shall be recommended to 
the management by the suggestion 
committee. 

Suggestions which, in the opin 
ion of the local plant management, 
are of a patentable character may 
be referred to the proper authori 
ties at Detroit for consideration 
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for office figure work 


Speed with proved accuracy is the only measure of rapid 
figure production. And only with the new 96 automatic 
Printing Calculator do you achieve this true speed. It’s 


three ways faster! 


Faster —with the printed tape. A quick glance shows every 
factor, tells you you're right—right away! Faster—with 
automatic division, electrified multiplication, addition and 
subtraction, and the famous 10-key touch control key- 
board. Faster—with automatic completion and clearance 


of every problem. 


And here’s a speed bonus—electrified cycling and printing 
—faster than ever before! Your local Remington Rand 
representative will give you the complete story. Phone 
him today. 


Write today for “FACTS about 
office figures” to Remington Rand, 
Dept. AB-6, 315 Fourth Avenue, 
New York 10, N. Y. 
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Clocked at flying speeds 
of 180 m.p.b., the duck hawk 
moves faster than any other 


self-propelled being. 
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FACTS- 








FACTS ABOUT PROOF—Immediate proof 
of accuracy on the printed tape. Clipped 
to your work, it’s a permanent record for 
all time. 


FACTS ABOUT CONTROL—Easy-to-use 10-key key- 
board and logically placed feature keys give opera- 
tor positive, simplified control of the most complex 
calculation, 


Si TYP 
FACTS ABOUT SOUND—Built-in cushions <*>. 
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and soundproofing reduce office clatter. s 
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Office nerves” disappear, operator effi- = _ 
ciency zooms. site 
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“fully automatic proof on the printed tape” 
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and for making suitable arrange- 
ments with the employees who sub- 
mit them. Several suggested im- 
provements have been patented 
and the employees who made them 
are receiving royalties on them. A 
recent one pertained to an office 
business machine and the manu- 
facturer of that machine is pay- 
ing the GM employee royalties on 
the improvement. 

Employees whose regular duties 
fall in the line of creative work, 
such as engineering, processing, 
tool design, and planning, and all 
supervisory employees are in- 
eligible to participate in the plan. 
They are expected to make sug- 
gestions in connection with their 
regular duties. It is pointed out 
that their compensation and ad- 
vancement are importantly in- 
fluenced by their initiative and 
ability in making worth-while sug- 
gestions. All other employees are 
eligible. 

There is a suggestion committee 
in each GM plant, consisting of 
not less than three nor more than 
five members. These are appointed 
by the plant managers from the 
engineering or drafting depart- 
ment, personnel, time study, 
processing or accounting depart- 
ments. At least once a week this 
committee reviews all suggestions 
on which action has not been taken. 

The receipt of each suggestion 
is acknowledged promptly in 
writing, and within 1 month, the 
employee is notified, in writing, of 
the acceptance or nonacceptance 
of his suggestion. In case a sug- 
gestion requires special study and 
a decision cannot be reached within 
1 month, the employee is told the 
reason why his suggestion cannot 
be passed upon immediately. In 
addition to notifying winners in 
writing, a member of the sug- 
gestion committee calls on them 
personally at their work, in com- 
pany with their foreman, to con- 
gratulate them. Awards are made 
in the presence of members of top 
management who also congratu- 
late the winners. 

The entire program is headed 
at the Detroit central office, where 
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J. M. Jerpe directs the suggestion 
plan for all GM divisions. This 
office has played an important role 
in maintaining interest in the plan 
and in obtaining more and better 
suggestions from employees. In 
addition to suggesting promo- 
tional plans and distributing a 
quarterly ranking sheet which 
shows the performance and rela- 
tive position of each GM division 
in comparison with the corpora- 
tion average, it functions as a 
clearing house for ideas from all 
of the plant suggestion commit- 
tees. Mr. Jerpe spends much time 
in contacting these committees as 
well as managers, foremen, editors 
of employee papers, and others to 
exchange ideas with them on the 
subject. Employee papers regu- 
larly publish stories about award 
winners in their respective plants, 
and GM Folks, a magazine which 
is distributed to all GM employees, 
publishes several of them in each 
issue. 

“It is safe to say that in the 
past 50 years hundreds of com- 
panies have inaugurated sugges- 
tion systems only to see them re- 
main active for awhile, then die 
out,” Mr. Jerpe said. “Those which 
flourished did so because their 
leaders never lost sight df the ob- 
jectives of a suggestion plan. 
These objectives are to maintain 
good employee relations, to main- 
tain a two-way flow of communica- 
tion between other workers and 
supervision, to improve working 
conditions, to eliminate safety 
hazards, to improve quality of 
product, and to reduce manufac- 
turing costs. 

“The foreman is the key to suc- 
cess or failure of such plans, be- 
cause he is the representative of 
management who is in personal 
touch with the employees and who 
is in the best position to know and 
to pass on to his group what kinds 
of suggestions are suitable and 
hence are likely to be adopted. He 
is also in the best position to speak 
a word of encouragement to each 
employee in his department and to 
call their attention to awards won 
by others. 


“Editors of employee papers 
and members of their staff are also 
key people as they are the ones 
who publicize the award winners. 
We urge them not to stop with 
this, but to get human interest in 
their stories by telling something 
about the families of the winners 
and what they are going to do 
with the money. 

“Suggestion boxes are impor- 
tant. They should be suitable and 
they should be located conveniently 
in places where employees congre- 
gate; near bulletin boards and 
drinking fountains, for example. 
They should not be placed at en- 
trances or exits, because em- 
ployees usually are in a hurry 
when they pass such points. 

“We recommend a _ standard 
suggestion box which is made of 
heavy-gauge metal and is espe- 
cially designed for the purpose. 
It is thin, so it doesn’t get brushed 
off easily, it is designed to hang on 
the wall too high to encourage 
mischievous ones to throw gum 
wrappers and other trash in it, and 
it has one compartment for a 
supply of suggestion forms and 
another for suggestions, the latter 
with a lock on it. There is no 
pencil with it, because employees 
are expected to write their sug- 
gestions at home. It has a poster 
frame on it and posters are 
changed often. 

“We have a standard suggestion 
form, but it is not mandatory that 
suggestions be written on_ this 
form.” 

Mr. Jerpe insists the suggestion 
plan benefits everyone concerned. 
“Since suggestion systems are set 
up with the employee first in 
mind,” he said, “many of the ad- 
vantages to him are obvious. I! 
provides the opportunity for self 
expression, for gaining recogni 
tion of ability, for seeing his own 
ideas put to work. A very impor- 
tant secondary consideration is 
the monetary reward he receives 
for accepted suggestions. 

“Supervision also benefits no- 
tably. Since foremen work in close 
relationship with their men, their 

(Continued on page 50) 
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to hundreds of business firms each year. Mc- 

Quay-Norris Manufacturing Co., for example, 


saves $15,000 annually with a Ditto One-Writing _ |, 
Order-Billing-Back-Order system. You can effect 
substantial savings with Ditto in your business. 


*A_letter in our files, from the Scott-Foresman Company, testifies 
to this statement. Copy of the letter is available upon request. Le 
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St. Louis Is Host to 


Oftice Managers 





Even the weather in St. Louis was on its best behavior 
while office executives (National Office Management 
Association) staged one of the very best conferences 
and expositions of latest office machines, equipment 





w" H a large attendance, an ex- 
cellent program, plus a big 
exhibit of office machines and sup- 
plies, the National Office Manage- 
ment Association concluded its 
Twenty-Ninth International Con- 
ference May 26. 

K. B. Willet of Hardware Mu- 
tuals was elected president ; H. A. 
Wichert of Fairmont Foods, first 
vice president; W. M. Bennett 
of Inland Container, second vice 
president. 

W. H. Evans was re-elected 
secretary and treasurer, and O. J. 
McMunn, the retiring president, 
was elected chairman of the board. 
Philadelphia was selected as the 
conference city for 1949. 

One of the most widely discussed 


talks, “Office Teamwork for Pro- 
duction,” was delivered by Dr. 
Dwayne Orton, director of educa- 
tion for International Business 
Machines Corporation. Other talks 
were delivered by E. H. Connar- 
roe, Metropolitan Life Insurance 
Company; R. P. Brecht, Uni- 
versity of Pennsylvania; O. H. 
Parrine, Hood Rubber Company ; 
C. F. Fleckenstein, Standard Ac- 
cident Insurance Company; Vera 
V. Green, Botwinik Brothers of 
Massachusetts ; Joseph S. Covell, 
J. S. Covell & Associates ; Willard 
E. Parker, Personnel Management 
Consultants; Fred M. Karches, 
Rice-Stix Company; Clyde R. 
Powell, Endicott-Johnson Cor- 
poration; K. L. Boosey, Pacific 








A traveling service department which will cover the entire United States is 
activated by The General Fireproofing Company. Unit will visit dealers who 
sell General’s chairs, desks, filing equipment, to help train service men 
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Gas & Electric Company; L. S. 
Beattie, Province of Ontario De- 
partment of Education ; and Louis 
F. Gordon, Citizens & Southern 
National Bank. 

There were 79 exhibitors at the 
office equipment exposition, includ- 
ing practically all of the best 
known manufacturers of machines, 
systems, furniture, and equipment. 
Some of the new items shown: 

The new Dictaphone which uses 
a continuous belt instead of the 
usual cylinder for recording. The 
belt may be mailed in a 634-inch 
envelope, and the entire machine 
is new—smaller, lighter, and more 
compact than the desk model 
Dictaphone. 

Davidson Manufacturing Cor- 
poration introduced a new, small- 
size duplicator, designed especially 
for office forms and systems pro- 
duction. The Standard Register 
Company showed, for the first 
time, a typewriter attachment de- 
signed to speed addressing of 
labels, insurance premium notices, 
and other continuous forms. At 
one stroke of the machine thie 
platen is moved, so that the opera- 
tor is ready to start typing on the 
next form. 

The General Fireproofing Com- 
pany introduced its new line of 
metal desks, and Commercial Fur- 
niture Company exhibited its line 
of scale-model furniture, designed 


and produced and offered to the 


entire industry to facilitate office 
planning. 

Gunn Furniture Company dein- 
onstrated its new feature, tlie 
Levelmatic, a device for insuring 
accurate leveling of desks when 
placed on irregular floor surfaces. 
Another new product shown for 
the first time was the new Monroe 
calculator and the adding-listing 
machines. 
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Handles business computations 
faster...at lower cost! 


THE NEW 
BURROUGHS 
CALCULATOR 

















Calculator claims of speed and simplicity are 
common. Calculator demonstrations with 
some rare and complicated problem may be 
impressive. But what you're really interested 
in is results—the time and money you can 
save on everyday volume work like payroll, 
invoicing and sales audit. That’s where the 
new Burroughs Calculator proves itself faster, 
simpler, more efficient. 


Let us show you what this new Burroughs will 





do on your own work, with your own figures, 





in your own office. Find out for yourself—as 
thousands have —that the electrically operated 
Burroughs Calculator accomplishes everyday 




















business computations in less time, with less 
effort, at less cost. Call your local Burroughs 
office for a practical, down-to-earth dem- 
onstration. Burroughs Adding Machine 
Company, Detroit 32, Michigan. 
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re 
: SEE HOW THE NEW BURROUGHS 
r- 
: SPEEDS AND SIMPLIFIES INVOICING 
vy 
- The result of each 
- individual calcula- 
t tion appears in the 
‘ front dials. 
= 
of 
Sy 
t INVOICE 
ANY CUSTOMER 
ie ANYWHERE \ 
- Quantity Description Price Amount \ 
le 6 02. ARTICLES $6.65 02. $30.00" 
24 02. 1 TEMS 245 02, 10.80 
6} 02. ARTICLES 2473 02, 2.97 
3 ONLY ITEMS 2.34 EA. 2. 
- $60.69 
yf LESS 15% 9.10 
= LESS FREIGHT ALLOWANCE 525 LBS. 
AT. 
¥49.20 
ie 
x 
d ] 
e The results of all 
e calculations ac- 
cumulate here— 
the net result is 
I- automatic. 
ie 
g Only the Burroughs Calculator shows the results 
. of each individual extension and provides the 
: grand total or net result, automatically. No time- 
43 wasting rehandling of figures. No preliminary 
r setups. Operation is fast, simple, continuous. 
e 
ita 
S 
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WHEREVER THERE'S BUSINESS THERE'S BURROUGHS 


BURROUGHS 
CALCULATORS 


EASIER FASTER 
TO LEARN TO OPERATE 






























Are Today’s Office Costs Too Low? 


(Continued from page 9) 


what might happen if prices were 
reduced ; the same general manage- 
ments may ask for and receive, in 
a brief time, a report on what 
would happen if volume in certain 
items were greatly increased. 

With figures of this nature man- 
agement’s judgment is consider- 
ably strengthened and buttressed 
by the neat rows of figures which 
guide them. Without such figures 
any decision to unload slow moving 
inventory, to reduce prices, to in- 
crease sales pressure must be done 
with little more than hope and 
faith that management’s judg- 
ment has been correct. 

Late in May 1948 the president 
of a small but widely known com- 
pany told me this: “Our sales have 
definitely begun to fall off. When 
I began to study our situation I 
found that our inventory figures 
had not been completed since the 
end of the first quarter. I can only 
guess what we have on hand. Our 
expense figures are not up to date, 
and the last figures I have on net 
are based on March 31. Yet I 
suspect that some startling 
changes have occurred since then. 
I know it is time to act, but I 
scarcely know where to begin for 
the simple reason that we do not 
have up-to-the-minute figures on 
which to base judgment.” 

Another president tells me: 
“Our plant is busy; we are work- 
ing on orders sold many months 
back, but in April and May the 
actual orders sold and the actual 
business closed were the lowest 
since 1938—that’s going back 10 
years. Our sales expenses are so 
high that unless our men continue 
to turn in a tremendous volume of 
business, we stand to incur 
heavy losses on that one item 
alone. Salaries of salesmen, which 
I am told by our sales department 
we must pay to get good men, are 
so high that only tremendous 
sales can enable us to continue 
paying them.” 
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How many other companies are 
in the same situation? Sales 
organizations which have been 
painstakingly built over many 
years are now scaled to such high 
salaries and expenses that the 
margin of profit from their sales 
is uncomfortably skinny. This can 
mean but one thing: The most 
modern accounting methods are 
needed to produce the facts on 
which proper plans can be built. 

Instead of being too high, some 
office costs are so low that the 
figures are nothing more than 
ancient history when finally given 
to management for study and 
action. And with the high break- 
even points of 1948 there is no 
time to be lost in taking action 
when sales or profits begin to go 
sour. 

When an office management pro- 
duces current figures properly 
analyzed and broken down, these 
figures, no matter how much they 
may seem to cost, are the cheapest 
insurance a business can obtain. 
They are insurance because with 
the aid of accurate figures top 
management can steer a_ safe 
course. 

While there are still shortages, 
and while some producers are still 
working on heavy backlogs, other 
businesses are seeing, for the first 
time in nearly ten years, idle ma- 
chines. At today’s break-even 
point it does not require many idle 
machines to create a loss. The 
point is that changes in the de- 


‘mand for goods occur so rapidly 


today that the business without 
figures “as of yesterday” simply 
cannot take the necessary steps to 
conserve profit. 

There was a commander in 
World War I who when instruct- 
ing his men in the use of gas masks 
said, “There are only two kinds of 
soldiers in gas warfare—the quick 
and the dead.” The same principle 
applies in business today. There 
can be only two kinds of business 


in a period of shrinking demand, 
high costs, and thin margins—the 
quick and the dead. 

To go back to high office costs, 
there can be no doubt that some 
offices cost too much, even though 
they produce good work. There is 
nearly always a remedy for unduly 
high costs. The simplest remedy is 
often modern machines. Take the 
case of a sales executive who had, 
until a few months ago, three as- 
sistants, a secretary, and two 
stenographers. His volume of work 
was so great that there were con- 
stant delays, his correspondence 
was slow, and there was consider- 
able overtime necessary. He 
bought two new Underwood elec- 
tric typewriters, released the less 
efficient of the two stenographers. 
The work now goes out on time, 
and there is no need for overtime, 
and the saving in salary amounts 
to approximately $2,500 a year. 

Few cases are so simple, but 
simple as it is this case illustrates 
the point that in many offices we 
are paying 1948 salaries and using 
1930 machines. In another case an 
office manager made an analysis 
of his employees’ experience. He 
found that more than 70 per cent 
of today’s employees were hired 
since 1940, which was about the 
time office discipline began to go 
to pieces. Many of these new em- 
ployees simply did not know what 
constituted a day’s work. Instead 
of complaining that “you can’t get 
a decent day’s work out of any- 
body today,” as many of us are 
wont to do, he went to work to 
teach his staff how much work can 
be done. 

His initial step was to be- 
gin recording the production of 
every worker doing repetitive 
work. He found a tremendous vari- 
ation. In one department, for ex- 
ample, he found that three opera- 
tors were doing 69 per cent of the 
total work, with two other opera 
tors doing the remaining 31 per 
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Want sharp, clear prints? That’s exactly what 
you get with Kodagraph Contact Paper. It repro- 
duces letters, documents, forms, drawings, in dense, 
highly legible black on pure white. That’s because 


of its entirely new 
emulsion on high- 
quality photographic 
paper base. 


Want prints on time? “ Ready when 
ordered” can be a reality with Kodagraph 
Contact Paper. Because it’s uniform—same 
exposure, same processing, package after pack- 
age —no time-wasting 
trial-and-error. And be- 
cause it has wide latitude 
—few make-over delays. 


Kodag raph Contact Paper 





Want prints that stay flat? 

An important feature with Kodagraph 
Contact Paper : it comes out of the 

package flat—won’t curl, coil, wrinkle, 

or buckle in processing, mailing, or filing. 
All of which traces back to Kodak research 
—to special new emulsion and paper char- 
acteristics that result in smooth, attractive 
prints—negative and positive. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Want all this with your present equipment? 
This is another big advantage of Kodagraph Contact 


Paper. Operators 


use the same equipment they’ve always 


used—the same photocopying 


technics. Nothing new except the 
paper ... and the results! 


Write for details. 


Eastman Kodak Company 
Industrial Photographic Division 


Rochester 4, N. Y. 


Please send “The Big New Plus” 
—your booklet about Kodagraph Contact Paper 
and the other papers in the Kodagraph Line. I have 


direct process (] blueprint (1) contact printing equipment 1). 


Name 









Department 


(please print) 





Company. 





Street 





City 





State. 



























cent between them. These two slow 
operators had never been told how 
much work was expected of them 
and had no idea that they were 
carrying such a small part of the 
load. They were transferred to 
another department, and salaries 
of the remaining three were in- 
creased. Today those three opera- 
tors are doing all the work in the 
department without overtime. 
Here again the solution seems 
too simple. But is it? Isn’t it true 


that we have been more interested 
in hiring extra people than in 
training our young people to un- 
derstand what constitutes a day’s 
work? It has been found repeatedly 
that the mere keeping of produc- 
tion records invariably brings up 
production. More than that, it 
puts a spotlight on the laggards, 
who can either be released or 
taught to do better. 

In many offices the remedies dis- 
cussed here will not suffice. Careful 


surveys of production, elimination 
of work which can be spared, sim- 
plification, retraining, moderniza- 
tion, all these and more may be re- 
quired. But the point is that office 
costs are just as likely to be too 
low as too high, and if they arc 
too low—at the expense of other 
departments—the profit losses re- 
sulting may be many times the 
cost of a complete modernization 
of all office methods, plus new fur- 
niture as well. 





Design Experiments in Executive Desks 


(Continued from page 17) 


vision for facilitating the constant 
stream of visitors and the numer- 
ous conferences which the modern 
executive must handle daily. The 
Gunn Coronet, originally pro- 
duced just as an experiment, was 
perhaps the farthest north ever 
traveled by any production model 
desk. It sold for about $7,000, and 
we are told that the company has 
sold its entire run of this desk. 

On these pages we are illustrat- 
ing several preliminary sketches 
made by Henry Glass, well-known 
architect and designer, for In- 
diana Desk Company. None of 
these desks are being made, and 
there are no specific plans for 
early production. The point is 
that Indiana, like many other 
progressive companies in the in- 
dustry, is spending money in an 
attempt to ascertain what is 
needed by top executives, and how 
many improvements can be built 
into a desk, which will actually 
speed the executive’s work and 
make his job easier. 

It seems certain that the ex- 
tension top desk has made a place 
for itself. New models are now 
available from several manufac- 
turers, with tops that extend from 
three sides and others with tops 
that extend from the approach or 
visitor’s side only. The Convertible 
desk designed by Tarr and Center, 
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Studebaker executives, is now be- 
ing produced by Butler Brothers. 
This desk is available with or with- 
out extension tops, and tops may 
be quickly changed from one base 
to another. 

Several new executive lines are 
due to be introduced later in 1948. 
At the exhibit held in connection 
with National Office Management 
Association’s conference in St. 
Louis in May, The General Fire- 
proofing Company showed for the 
first time several extension top 
executive desks of steel. 

Spark plug for much of the 
activity in product improvement 
is the Wood Office Furniture In- 
stitute which has been working 
with engineers and designers for 
several years in an attempt to 
corral all possible ideas for im- 
provement and make them avail- 
able for all members to incorporate 
in their own individual designs. 
Standardization of finishes, an 
extremely difficult task because no 
two pieces of wood are ever exactly 
the same, has been one of the 
projects of the Wood Office Fur- 
niture Institute. Out of it has 
come a new, light finish developed 
from studies by a color expert, 
working with lighting engineers at 
Nela Park. This new finish has the 
correct light reflectance factor for 
maximum seeing facility. 





The illustrations accompanying 
this story are published to show 
some of the future possibilities fo: 
executive desks. 





Vienna-born Henry Peter Glass stud- 
ied architecture there and graduated 
in 1933. He came to this country in 
1939, worked with the late Gilbert 
Rhode, famed furniture designer 
Since early 1946 he has operated his 
own business, with many clients in the 
furniture, packaging, and other in- 
dustrial fields. He is a member of the 
faculty of the Chicago Art Institute. 
and president of the Chicago chapter 
of the American Designers Institute. 
One of his greatest jobs was designing 
the famed Kling Studio building in 
Chicago, hailed as one of the greatest 
recent architectural achievements. 
The desks in the sketches on pages 
16 and 17 are from his drawing board. 


AMERICAN BUSINESS 


























































YO U can do business 


| faster 
| at less cost 
with fewer mistakes 


| you use 
UARCO business forms 


It makes no difference what kind of business you do. No differ- 
ence how large or how small. Nor whether your records are | 
typed, hand written, or produced on business machines. You 
can do it better with Uarco Business Forms! | 

Take the first step toward real savings by calling your Uarco 
Representative. Ask him to make a complete survey of your 
business form requirements . . . there is: no cost whatever. 





UARCO INCORPORATED 
CHICAGO, ILL.; CLEVELAND, OHIO; OAKLAND, CALIF.; DEEP RIVER, CONN, 
Offices in Ali Principal Cities 














for instance... 


with Uarco E-Z-Outs, one writing 
produces all necessary copies... 
one simple motion frees them for 
i distribution. No carbon mess—car- 
bons are already interleaved. The 
result is minimum writing... 
less handling .. . fewer mistakes. 


UARCO 





INCORPORATED 





business forms 


CONTINUOUS-STRIP FORMS FOR TYPEWRITTEN AUTOGRAPHIC REGISTERS AND 
AND BUSINESS MACHINE RECORDS REGISTER FORMS 






SINGLE SET FORMS. 
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New Billing System Cuts Time and Errors 


(Continued from page 13) 


count number, customer’s name, 
business classification code, previ- 
ous month’s kilowatt hour use, 
revenue classification, rate, previ- 
ous and present meter readings 
and their dates, gross and net 
amount of charges, and month of 
net payment allowance. 

Several control punches are also 
used, as in the utility cards. These 
punches indicate: Tax exempt cus- 
tomers, special minimum charge, 
A.C. or D.C. meters, customers 
who receive one bill for several 
meters, out-of-town mailing ad- 
dresses, averaged bill, and new ac- 
counts. There is some duplication 
of punching in the utility and 
meter history cards. With this 
duplication the records can be 
checked mechanically. 

Besides cutting down the num- 
ber of files from seven to two, the 
new tabulating system has de- 
creased the number of divisions 
from six to four in the revenue ac- 
counts department. 

Commonwealth Edison bills its 
customers on a monthly cycle 
basis, and about 48,000 bills go 
out each day. While 48,000 ac- 
counts are being read daily, dif- 
ferent 48,000’s are being processed 
in such other operations as balanc- 
ing, proof, billing, bill mailing, 
posting of credits, and preparing 
delinquent statements. 

An explanation of the entire 
system, of course, must begin with 
the meter reader when he makes his 
marks on the utility card. All in- 
formation the reader needs is 
printed across the top of the card. 
He checks the meter number on 
the card with that on the meter, 
and reads the dials. Then instead 
of writing the numbers on the 
cards, he merely marks in small 
spaces beside the proper numbers. 
The card is dropped into a com- 
pleted card pocket in the meter 
reader’s card container. Other 
pockets are used for uncompleted 
cards, and for cards with unusual 
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condition notations or which in- 
dicate he was unable to read the 
meter. 

The pencil used by the meter 
reader has a high graphite con- 
tent, since electrical contacts in 
later machine operations can be 
made with the marks. Under the 
old system, the reader would write 
down the current meter reading 
and subtract the previous reading 
from it. But the new tabulating 
machines make this unnecessary. 

As mentioned before, inaccura- 
cies are less likely to occur. An- 
other advantage is that important 
records do not leave the office, 
since these cards are duplicates 
of those left behind. 

Cards for the day’s work are 
received in the revenue billing divi- 
sion the morning after reading. 
They are separated into two 
groups—those that were read, and 
those that had notations or were 
missed entirely. The second group 
is small in comparison to those 
read. Many of the cards that were 
missed can be averaged mechani- 
cally on an IBM Multiplier, while 
a few may require manual comput- 
ing. Inspection orders are issued 
according to the notations on some 
cards. The service and meter de- 
partment then makes the necessary 
repairs, such as replacing broken 
glass on meters, checking loose 
fittings, and clearing up illegible 
meter numbers. 

The cards that were read are 
processed through a Mark Sens- 
ing Reproducer, another IBM 
product. Circuits are completed 
through the graphite marks, and 
holes are punched automatically 
to represent the correct figures. 
Most mistakes will be caught by 
the machine, and those cards with 
errors will be offset — that is, 
placed so that one end protrudes 
from the stack. During the sens- 
ing of the marks, the machine 
punches the present reading date 
and also prints the due date. 


From the Mark Sensing Repro- 
ducer, the cards go to the multi- 
plier where the kilowatt hours are 
determined. This machine  sub- 
tracts the previous reading from 
the present one, and punches the 
difference, which is the kilowatt 
hours used. Since it multiplies, 
subtracts, and divides, this ma- 
chine is also used for figuring the 
amount of the bill for some of 
the accounts. 

The cards go through a check- 
ing tabulator to check the ac- 
curacy of the previous operations. 
Cards that have been purposely 
bypassed or those with errors are 
offset for manual reviewing. 

Master extension cards are used 


before utility cards for certain 


rates. The cards are sorted to kilo- 
watt hour order, and the informa- 
tion from the master cards is 
automatically punched into the 
utility cards for that group. This 
information includes the gross and 
net amounts for the particular 
kilowatt hour use involved, and 
also a code indicating the number 
of kilowatt hour blocks applicable 
to that use. Since several hundred 
cards often follow one master 
card, the time saved and accuracy 
obtained are important results of 
the new tabulating system. 

The next step in the system was 
developed by Commonwealth Edi- 
son. It is a mechanical selection of 
unusual fluctuations in customers’ 
kilowatt hour consumption 
through the use of a collating ma- 
chine. The cards, which just had 
the gross and net amounts re 
produced into them, are placed in 
the secondary hopper of the ma- 
chine. A deck of master checking 
cards with high-low limitations are 
placed in the primary hopper. 
Both decks are in the same ascend 
ing kilowatt hour order. The ma- 
chine then checks the limitations 
punched in the master cards 
against the previous month’s 
kilowatt hour use, as punched in 


AMERICAN BUSINESS 














In 
J 








n 


S 
S 
Ss 








THE IBM CHECK... 
ftidomalicaley 


PREPARED—CONTROLLED—RECONCILED 





CHECK NUMBER 


2161 


TO THE ORDER OF 5 
WELLIAM A JOHNSON 


STANDARD BANK & TRUST COMPANY 


ANY CITY, STATE 





The increasingly extensive use of the IBM Check in 
banking, business, and government is evidence of 
its value. Issuance, reconciliation, and totaling are 
facilitated through its use. This automatically pre- 
pared check has the same advantages whether used 
for payroll, dividend disbursement, accounts pay- 
able, or any other accounting function. 


Primary information printed on the check is re- 
corded also in the form of punched holes. This 
results in many advantages: 


Automatic reconciliation of bank statements 
Automatic listing of outstanding checks 
Automatic balancing of bank charges 
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REPRESENTATIVE CORPORATION 


ANY CITY, STATE 0 
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Reduction of preparation costs 
Reduction of reconciliation costs 
Reduction of manual clerical operations. 


IBM Electric Punched Card Accounting Machines 
prepare and process these checks as well as all re- 
ports and records necessary to the payroll. This 
equipment is equally adaptable to all other account- 
ing procedures. 


A booklet on Salary Payroll is available upon re- 
quest. For information on any application of the 
IBM Accounting Method, ask our local representa- 
tive to call. IBM offices are conveniently located in 
principal cities throughout the country. 


ELECTRIC PUNCHED CARD ACCOUNTING MACHINES 
PROOF MACHINES... SERVICE BUREAUS... ELECTRIC TYPEWRITERS... 
TIME RECORDERS AND ELECTRIC TIME SYSTEMS 


International Business Machines Corporation, World Headquarters Building, 590 Madison Avenue, New York 22, N. Y. 
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the utility cards. Cards whose 
figures are outside the high-low 
limitations are sorted into one 
group to be manually reviewed. 

Proof of accounts is accom- 
plished by running the cards 
through a_ tabulating machine 
which has a summary punch at- 
tached to it. These accounts are 
then proofed by applying the rate 
to the total of the summary cards. 
Byproducts are the figures which 
are used in preparing bill fre- 
quency analysis reports and those 
required for revenue summary and 
balancing purposes. 

Utility cards go through an 
interpreting machine which prints 
the current date, current reading, 
and gross and net amounts at the 
top of the card. While. the proof 
and interpreting operations are 
being performed, arrears cards are 
being reviewed. After the review 
is completed, the unpaid prior 
charge cards are merged with cur- 
rent utility cards. These merged 
cards are then placed in a tabulat- 
ing machine, and blank bill forms 
go in the summary punch which is 
attached. During the run, this in- 
formation is punched into the stub 
of the bill form: Folio, gross 
amount if a discount has been al- 
lowed, net amount, rate, and con- 
trol punches which indicate a 
multiple bill customer, a held or 
not read account, and accounts 
requiring special attention. 

These punches permit mechani- 


cal control of the printing of the 
name, address, and amounts on the 
proper bill in the billing operation 
and for later selecting completed 
bills which require special han- 
dling. Further use of the punches 
are made when the stub comes back 
with customer’s remittance. 

After the bill forms are 
punched, the combined current 
and prior unpaid charge cards are 
merged with the corresponding 
metér history cards. The collat- 
ing machine that does the merging 
has various checks to make sure 
there is a utility card for every 
meter history card. Other checks 
against errors are also made dur- 
ing this run. 

In the actual billing operation, 
certain information is _ printed 
from utility cards and other data 
from the meter history cards. 
Comparisons are made by the ma- 
chine, and if totals are not in 
agreement, the machine stops and 
corrections are made before print- 
ing. An Interpreting machine 
prints the due date at the top of 
the bills, which then go to the bill 
mailing room where they are in- 
serted into envelopes mechanically. 

The meter history cards are 
separated from the utility cards, 
and the two groups are placed in 
a Card Printing Tabulator. In- 
formation in the current utility 
cards is printed on the back of the 
meter history cards, including the 
date and reading, kilowatt hours 








The conference room in the new Fiberglas building in New York has Fiberglas 
ceiling; curtains, chairs, and folding doors are Fiberglas woven with other yarns 


36 


used, kilowatt demand, and net 
amount of the bill. The back print- 
ing method was made possible by 
placing cards upside down in their 
respective hoppers and wiring the 
plugboard in reverse. Meter his- 
tory cards are then filed, and 
utility cards go to the accounts 
receivable station desks. 

Stubs are received from the cus- 
tomer department in batches, and 
they are reproduced on regular- 
sized payment cards that can be 
handled on the tabulating ma- 
chines. The totals obtained here 
are balanced with the receipts re- 
ported by the customer depart- 
ment. Payment cards are then 
sorted to accounting order and 
again listed to obtain totals for 
balancing and control purposes. 
They are then filed with the cor- 
responding utility cards. 

Current transactions involving 
merchandise and _ miscellaneous 
charges during the month are key 
punched into cards, which are 
placed in the proper files. Cycle 
balancing is done just prior to the 
next reading date. The cards go 
through a reproducing machine, 
and all pertinent information is 
punched into new utility cards for 
the meters to be read. The corre- 
sponding meter history cards are 
matched with these utility cards to 
print necessary information on the 
utility card. During this operation 
a meter test card is summary 
punched when a test is due, as in- 
dicated from the meter history 
cards. This card will be filled in 
with results of the test by men in 
the field. The new utility cards are 
now ready for meter readers. 

From the cards that made up 
the new utility group, unpaid 
cards are separated in a collating 
machine. Delinquent statements 
are prepared from these cards and 
from corresponding meter _his- 
tory cards. 

With the filing of these cards, 
the cycle of an account under 
Commonwealth Edison’s new tabu- 
lating system is completed. The 
same operation starts again, be- 
ginning with the meter reader as 
before. 
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godtorm means Greater Efficiency 


fs office worker sits in a chair 
nearly 2,000 hours a year. It 
is good business and good sense to 
make sure that the chair is comfort- 
able, thereby reducing fatigue and 
increasing efficiency. 


Five adjustments on Goodform 
Aluminum Chair No. 2123 permit 
it to be fitted to each individual, 
and thus provide good seated pos- 
ture and practical working comfort. 
It is specifically designed for use by 
secretaries, stenographers, typists 
and machine operators. 


Goodform Aluminum Chairs have 


welded joints. They will not split, 
splinter, or develop rough edges to 
tear hosiery and clothing. Foam 
rubber cushioning over a shaped 
seat and back bring a new sense of 
seated comfort. The sparkling anod- 
ic finish of natural aluminum retains 
its new appearance throughout the 
years. There is no paint to scratch, 
mar or chip. 


No. 2123 is the finest stenographic 
chair on the market. It will last a 
business lifetime. Invest in good 
office seating—buy Goodform for 
greater efficiency. 

















Chair shown is Goodform No. 2123 


GOODFORM 
Adjustable 


ALUMINUM CHAIRS 


=a 


4 product of THE GENERAL 
FIREPROOFING COMPANY 


427 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 


GOODFORM ALUMINUM CHAIRS « METAL DESKS * METAL FILING CABINETS « STEEL SHELVING « STEEL STORAGE CABINETS 
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Sales Up, Costs Down—Design Is Answer 


(Continued from page 19) 


dicate that there’s some kind of 
science attached to it. 

Competitor items are brought 
into the designer workshops, com- 
pared, analyzed, and evaluated for 
mechanical advantages and defects 
in relation to the client’s product. 
Draftsmen go to work and shape 
up as many as 100 sets of new 
ideas and improvements. When a 
fraction of these ideas has been 
selected with the client and his 
staff, mock-ups and _ working 
models are produced to determine 
their engineering possibilities and 
production economy. 

Barnes & Reinecke, Inc., a 
Chicago firm that has acquired a 
large clientele in its 13 years in 
business, has designed plastic 
toothpicks for Lactona Inc., rail- 
road cars for the Soviet govern- 
ment, and tractors for Allis- 
Chalmers. Forty-five B & R de- 
signers, working with Pullman- 
Standard engineers, spent a year 
fashioning an entire train. Loewy, 
who designed the famed bullet- 
nosed Pennsylvania locomotive, 
points out that travel is being 
promoted through these efforts to 
make the vehicles more glamorous 
and attractive to the public. 

Prior to the war, Barnes & 
Reinecke had the task of adding 
sales appeal to Minnesota Mining 
& Manufacturing Company’s 
Scotch-tape spool. B & R evolved 
the scotch plaid holder readily and 
easily identifiable on every drug 
and dime store counter. In the first 
2 months of 1938 sales leaped 73 
per cent on the large spool and the 
smaller spool gained 300 per cent 
in the entire year. 

Another B & R client, the Dazey 
Corporation of St. Louis, Mis- 
souri, was enabled through rede- 
sign, and use of plastic instead of 
metal, to reduce costs and increase 
production slightly although re- 
tail selling price was boosted a 
dollar. According to figures given 
the Committee for Economic De- 


38 


velopment, McGraw Electric Com- 
pany of Elgin, Illinois, boosted out- 
put 40 per cent in 1940 and 1941 
on its Toastmaster. Experimenting 
with public acceptance on a rear 
vision mirror for Erie Manufac- 


turing Company, Inc., B & R dis- 
covered that sales could be 
boosted 25 per cent by making the 
clamp attachable to the right side 
of the car as well as the left side. 

Sears Roebuck, like many an- 





Production Time 
Percentage Ratio 
Percentage Savings 


Cost of Materials 
Percentage Ratio 
Percentage Savings 
Dimensions 
Volume of cu. in. 
Percentage Ratio 
Percentage Savings 
Weight 

Percentage Ratio 
Percentage Savings 


Units Produced 


Actuation 
Motor 


Drive 


Matrix Rings 


Punch Waste 


Finish 





MODEL 75 


83 hours 
100 per cent 


Not disclosed 
100 per cent 


19" x 20" x 5314" 
20,330 


100 per cent 


512 pounds 
100 per cent 


From 1918-1945, less 
than 800 


Foot-pedal tripping 
device 


Yh.p., 1,140 r.p.m. 


continuous 


Belt driven, continu- 
ously running flywheel 
when machine is in use 


Set by removable, and 
often lost, pins. With 
locking coe missing, 
rings could turn freely, 
damaging cutting parts 
or selecting illegible 
punch combinations 


Protruding funnel and 
catch bucket. If not 
emptied, the waste 
chute filled with waste 
and serious damage re- 
sulted 


Smooth baked black 
Japan. The casting re- 
quired filling, rubbing, 
and finishing 


Operating Qualities Vibration and noise 


COMPARATIVE DATA 


MODEL 300 


27 hours 
32.5 per cent 
77.5 per cent 


Poy: disclosed 


1.9 per cent 
78.1 per cent 


8" x13" x11" 
1,144 


35 per cent 
94.5 per cent 


49 pounds 
9.7 per cent 
90.3 per cent 


From November 1946 to 
3-4 1947, more than 


Automatic insert trip 


3/8 h.p., 11,000 r.p.m., 
series stop and start 


Worm and helical gear, 
runs only when machine 
is actuated 


Set and locked by key 
and spring device which 
is not removable. The 
machine will not operate 
unless all matrix rings 
are set to select punches 
forming a complete 
character 


Flush, self-contained 
drawer. If waste drawer 
is not emptied, the 
drawer is forced out of 
its guides 


Warm gray, wrinkle fin- 
ish. Only slight amount 
of brushing involved in 
preparing casting. Does 
not scratch or reflect. 
Trim is brushed chrome 


Sand casting used for 
weight and sound-dead- 
ening qualities. Noise- 
less and vibration free 

















Chart compares new table Model 300 with old floor Model 75 of Cummins Busi- 
ness Machines Corporation perforator to show how modern design improved it 
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Good to Look at... 
A Joy to Use... 
A Gem to Own 


UNDERWOOD 


SMU LLVMIM TYPEWRITER 








FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 





ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
...not shaded or blurred. 


Underwood... 


June 1948 


EASY OPERATION! Lightly touch 
the keys ... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 





AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


TYPEWRITER 


LEADER 







Urge your boss to buy you an Underwood 
All Electric . . . and you’ll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing ... all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 
and other Supplies. 
One Park Avenue New York 16, N. Y. 
Underwood Limited, 135 Victoria St., SY 











SLB 
Toronto 1, Canada UNDERWOOD 
“ tay > 
Sales and Service Everywhere oreo 


OF THE WORLD 
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Davidson 
Of MACHINES 


DUPLICATORS - OFFICE FOLDING MACHINES - PAPER MASTERS + SUPPLIES 
A GENERATION OF EXPERIENCE IN THE MANUFACTURE OF OFFICE EQUIPMENT 





Why not? You can do it easily .. . and quickly ... with 
a Davidson Office Folding Machine. 


Yes... we know... it used to take a whole flock of 
folks to hand-fold monthly statements, bulletins, adver- 
tising literature, etc. But now it’s different. One girl 
with a Davidson can do the whole job in no time at all. 
Important mailings get out on time. Employees aren’t 
taken from their regular duties. Costly overtime is elim- 
inated. No wonder so many businesses are investing 
in this time and money saver. 


A Davidson Model 120 Office Folding Machine will 
fold from 6,000 to 45,000 sheets per hour depending 
on the sheet size. It’s motor driven and the Continuous 
Load Automatic Feed permits replenishing the load 
without interrupting operation. It handles sheets from 
3” x 3” to 10” x 14”. Floor model and table model 
available for immediate delivery. 


Any competent employee can operate a Davidson. And, 
even if you only use it one day a month it will quickly 
pay for itself. Get the facts. Write for our latest booklet. 


DAVIDSON MANUFACTURING CORPORATION 


1028-60 West Adams St. Chicago 7, Illinois 


Davidson Sales and Service Agencies are located in 
principal cities of the U.S., Canada, Mexico and abroad. a 
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other company, retains about six 
designing firms to specialize on 
various products. To quote a 
Sears’ spokesman: “With en- 
gineers, cost analysts, metallur- 
gists, chemists, and many other 
specialists all coordinating the de- 
signing job, they are equipped to 
tackle a job more comprehensively 
than most companies could alone.” 

Perhaps there is no_ better 
example of an industry-wide re- 
vival through design than the 
1935 experience of the piano 
manufacturers. In the twenties 
this industry had seen its best meal 
ticket, the player piano, eclipsed 
by the phonograph. In the early 
thirties the industry, still clinging 
to its cumbersome grands and 
bulky uprights, was taking an- 
other licking from the radio. 

Then came the spinet, not from 
the drawing board of any indus- 
trial designer, but from the in- 
spired editorial writing of a 
business paper editor, Roy Waite, 
who goaded the piano people into 
producing an instrument that 
would take into account the 
smaller living-room space of homes 
and apartments. The sales results 
tell the story. In 1933, a total of 
150 piano makers were selling onl 
30,000 instruments a year. To- 
day there are only 25 manufac- 
turers left, but they are turning 
out about 200,000 units a year. 

And progressive design thinking 
in the piano industry has not 
stopped with the spinet. Las! 
year Krakauer Bros. introduced 
a grand piano that can _ be 
folded and shoved flush agains! 
the wall when not in use. Ansley 
Radio Corp. produced an instru- 
ment flanked on the sides by : 
record-changer and a radio. Pratt, 
Read and Co. brought out a 64- 
note Model K, which can be folde« 
up like a suitcase and carried on 
a train. 

The sales figures for these in- 
struments are not available, bu‘ 
one thing is certain—the piano in 
dustry, after 100 years of doing 
little to improve the old piano 
forte, is abreast of its competitors 
and looking ahead. 
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Freshest darn kid 
| ever saw... 


Been fired from four prep schools. Mother’s a widow, 
owns a chunk of stock in the company. She asked the 
old man to give Chester a job. The old man give him to 
Buzz, the office manager. Buzz makes him the office 
boy. Worst we ever had. Even made those College 
Joes look good! 

First night he left half the letters on the mail 
desk. And explained next day that he had an 
early date! Another time Buzz found him 
putting airmails and specials on everything. 

The only kind of stamps we had, said 
Chester. Buzz told him whenever he was 
out of postage to draw from petty cash 
and buy some. 

Next night Buzz found Chester 
slapping five cent stamps on everything. 
Found Chester bought about a thousand 
five cent stamps because he liked their color 
better! Buzz read the riot act, told him to 
always use three cent stamps. 


A Few pays later, a flock of our mail comes 
back—insufficient postage. Because Chester was 
using nothing but three cent stamps! 

By this time the office was betting eight to five 
Buzz would end up in a booby hatch, but fast. That’s 
when Buzz got the postage meter. 

Buzz showed Chester how the meter printed a 
stamp and postmark, sealed the envelope flap, 
supplied any value stamp you need, did its own 
bookkeeping, handled any kind of mail including 
parcel post. Told him how metered mail saved 
time in the postoffice, on account of it didn’t have 
to wait for postmarking and cancelling. 

The kid seemed quite surprised. Said maybe 
the joint wasn’t long underweared after all, and 
he might decide to stay! That Chester! 


Tuere’s a Pitney-Bowes postage meter for 
every business, large or small. Call the nearest 4 we 
PB office, or write for an illustrated booklet. © FF 


© at it, 


PiTNEY-BOWES Postage Meter 


PITNEY-BOWES, Inc., 2126 Pacific St., Stamford, Conn. Originators of Metered 
Mail. Largest makers of mailing machines. Branches in 85 cities in the United States and Canada. 
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Give your stationery the new Business Plans with 
added qualities of Cautious Optimism 





(Continued from page 11) 


or if we decide to lend-lease arms 
to Europe. 


But the other side should not 
ms» ’ | be lost sight of. There is a per- 
Compare improved ceptible slackening of consumer 
Hammermill Bond... demand for soft goods. Customers 
with any other all-purpose office 4 7. are getting fussier and less anxious 
op wakeatencdhne shh eee P yy ot ~ j to buy. Many plants which were 
fe booked to capacity with ap- 
parently inexhaustible backlogs 
find themselves with heavy inven- 
tories and melting demand. Sales- 
men are out selling. once again. 
The business capital expansion 
program, although still strong, 
may be well on the way to com- 
Pe <r | pletion. Higher armaments may 
sate the now teemens B tale t i , mean higher taxes. And most im- 
make this improved paper stand | portant of all, the continuance of 
up in your files and in your mail. the armaments program itself de- 
pends on the continuance of the 
present uncertainties and frictions 
between our country and Russia. If 
we reach a settlement that is con- 
sonant with our national security, 
we can expect the pace of arms 

4\'m proud to sign this hed oF iis building to be slowed down. 
Clearer, sharper Mies Grav, That i Pee nin In the light of these mixed and 
finished work... y. That improved Hammermill | unreliable portents of the future, 
Bond makes all the difference in the we~ld!” |. the stock market boom should be 


on its smooth, glare-free surface 
whether for letters or forms... interpreted with caution. There is 


GE So aN toe, | too much uncertainty in the politi- 
cal and economic outlook to cause 
Mail the coupon for FREE sample book a radical realignment of manage- 


Contains samples of improved Hammermill Bond in wide “ ment’s generally conservative point 
range of pleasing colors ... and the brighter, purer white. of view. The snanliet boom was due 


Also matching envelopes. 

without much doubt, to the heavy 
buying of Dow-Jones followers, 
according to whose theories a real 
bull market was confirmed by the 


mM M 2 RMI, | action of the industrial and rail Ac 


averages. Stocks at their present se 


B @) N 'D} i | levels are still cheap in relation to 








fae ~WATERMARK iT%S HAMMERMILL’S WORD OF HONOR TO THE PUBLIC 


wh 


prewar price-earnings ratios. They 


have found a new and more opti- D. 
mistic evaluation of the worth of St 
America’s corporations, which are ~ 

Hammermill Paper Company, 1467 East Lake Road, Erie, Pennsylvania. currently worth more than ever 
mar send me—FREE—the sample book showing the improved Hammermill before. But it would be dangerous ”- 
to assume that the rise in equity Sy 
Position values means we now operate in a io 

(Please attach to, or write on, your business letterhead) AB-JUN ; new depression-proof environment. 
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A surprising discovery makes these 
new speed records possible! 





— stom rpm scgegcnaann: stan 








25 SECONDS to copy any one of your salesmen’s reports = 29 SECONDS (avg.) to copy anything in your files... 
..-each print dry-developed—a full-size, positive copy you can “color code”’—make prints in black, blue, red, 
-..costing only 142 cents. tS or sepia colors on white or tinted paper. 


32 SECONDS to make a composite print from three sep- = 4 MINUTES, 46 SECONDS to transfer the net profit col- 


arate drawings. Full-color transparent overlays are ie umns of six reports to a new report—without lifting a 
made from same drawings in 59 seconds. ee pen, without one error in transcription. 


THE SURPRISING DISCOVERY 


Adopt one simple drafting room technique...and you can 
set incredible records for speed and efficiency in your office. 


OZALID 


A Division of 
General Aniline & Film Corp. 
, Johnson City, New York 
Just type, draw, or write on translucent papers or cards— 


instead of the opaque kind. That's all! Gentlemen; 


Please send free copy of “The 
Simplest Business System”... fully explaining use of translu- 


Do this... and you can make copies in the new Ozalid 
cent papers and new Ozalid Streamliner. 


Streamliner — in seconds, whenever needed, without pho- 
tography. 


Name_ Position 








Do this...and you can completely eliminate manual 


transcription—with its proofreading and errors. c 





P ia 


Write today for a free copy of “The Simplest Business Address__ 
System.” It gives you the whole story...lists your savings 


job-by-job. 








—— ee eS ESE ee eS, 


Ozalid in Canada—Hughes Owens Co., Ltd., Montreal 
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“tevcnting the New 


AO 16m MICROFILM READER 


Fast 
~ 


basic IMPRovenenTs Ws: 


TEXTURE-FREE SCREEN 


Unmatched brilliance with- 
out thin screen ‘hot spot.’ Ex. 
ceptionally easy on the eyes. 


BRIGHTER ILLUMINATION 


Unique Spencer optical sys- 
tem gives extra brilliance, 
controlled with built-in dia- 
phragm. 


SAFE, COOL OPERATION 


Low voltage lamp and unique 
housing keep the film safe from 
damage and entire instrument 
comfortable to handle. 


SIMPLE FOCUSING 
ADJUSTMENT 


First to achieve hairline 
sharpness despite film and 
eyesight variations. 


ELIMINATES FILM WEAR 


Nothing touches film except 
at extreme edges. Emulsion 
surface remains unmarred 
indefinitely. 


THE NEW AO 16mm MICROFILM READER brings you these 
and many other exclusive features for convenience 
in microfilm reading. Whether you are now using 
microfilm or have yet to switch to this safe, sure, 
space-saving method of record keeping, you owe 
it to yourself to see and try the AO Reader. 


Write for literature or the name of your nearest 
distributor. 
Dept. F163 


American @ Optical 
Scientific saewament Division 
Buffalo 15, New York + 


Manuacturers of the SPENCER </cientifi 


stop 
ADWANCE 
sow 


ADVANCE 
fast 


; 


FOUR SPEED AUTOMATIC 
TRANSPORT 


2 forward, 2 reverse, con- 


trolled with a single lever. 
Far faster in locating frames. 


LIGHT WEIGHT, 
EASY 10 MOVE 


Glides on silent ball 
bearing casters from 
desk to desk or office to 


office. Occupies mini- 


mum space. 


te 
L: 
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f 
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Incentive Plan Pares 
Payroll Expense 


(Continued from page 15) 


duction cards were eliminated. 
Bonuses were figured from a 
production standard for each de- 
partment. For example, in one 
department there might be 100 ein- 
ployees. During a normal 40-hour 
week, these workers would produce 
4,000 man-hours. During that 
week, according to time studics, 
they should manufacture 375 uni's 
(which might be automatic phono- 
graphs, record-changer units, or 
units for the company’s new 
Select-O-Matic 200 Library). 
That would be 75 units a day. If 
the department produced few:r 
than 375 in a week, there would !e 
no bonuses, of course. 

On the other hand, if the depar' 
ment turned out 470 units in : 
week, each employee would get : 
bonus figured on the same piece 
rate. Since 375 was set as thie 
standard in a 4,000-hour week, 
that is equivalent to one unit about 
every 1014 hours. The 470 units 
multiplied by the 1014 hours 
would give almost 5,000 produc- 
tion hours. The 4,000 standard 
production hours would then be 
divided into the 5,000 hours, giv- 
ing 125 per cent. Seeburg uses 60 
as a basic index, representing 60 
normal minutes of work in an hour. 
Multiplying 125 per cent by this 
basic 60 results in an index of 75, 
or an increase of 25 per cent. This 
25 per cent multiplied by the ba:« 
weekly salary of each employee in 
the department would be the bonu:. 

One of the usual questions 
concerning such a department: | 
bonus plan is, “What about thos: 
employees who are slower tha" 
others and who cut down produ: - 
tion thereby decreasing the bonu: 
of other employees in the d 
partment?” Seeburg has exp: 
rienced no such problems chiefl: 
because of rivalry among the 
workers. The departments a1 
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breaks all speed records in 
typing Continuous Multiple Copy Forms 


NONSTOP TYPING! You get nonstop typing when you 

use the new Egry Universal Speed-Feed and Egry Continuous 
Forms because you eliminate many wasteful, time-consuming 
operations. Operators easily double their typed forms out- 
put, and do it with less fatigue. Virtually all their time is 
productive. You save carbon paper, too. @ It takes only a 

few seconds to position the Universal Speed-Feed to any standard 
typewriter, and instantly you have a practical billing 
machine at an unbelievably low cost. No weight is 

added and there’s no change in typewriter 

construction or operation. To fully appreciate 

its adaptability to your business and its time- 

saving possibilities, you should see it in action. 

We'll be glad to arrange a free demonstration, or 

if you prefer, send descriptive literature. 

Please address Dept. A. 


THE EGRY REGISTER COMPANY @ DAYTON 2, OHIO 
CS EGRY CONTINUOUS FORMS LIMITED, TORONTO, CANADA @ Sales Agencies in All Principal Cities 
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SAVE TIME AND MONEY 
ON MAILINGS / 


Model 100 Letter Scale 


OR greater speed, accuracy and postage savings, use the Commercial Con- 

trols Letter Scale. This Model 100 scale gives instant, exact computation 
of postage on all classes of domestic mail—air mail, first class, third class and 
parcel post. Fractional ounce graduations permit quick computation of postage 
to other countries. 

The new convenient V-type platform speeds the weighing of all types of 
letters,.small packages or mailing tubes. Immediately available in two capac- 
ities: 20 ounces and 3 pounds; also available with metric charts in one and two 
kilogram capacities—without computations. 

For a demonstration of this money-saver, call or write your local Commercial 
Controls specialist, or write to the address given below. 


30-POUND POSTAL SCALE (Model 970) 
For quick, accurate postage readings of mail up 
to 30 lbs., this all-purpose, cylinder type scale is 
a “must.”’ It computes postage for first class, air 
mail, books and parcel post . . . and features an 
all direction platform, automatic light-up chart, 
and magnifying lens. 


70-POUND PARCEL POST SCALE (Model 970) 


This Model 970 Parcel Post Scale computes 
exact parcel post postage instantly and accurately 
for every weight and zone. 


Write Dept. AB-68 for Folder Illustrating and Describing 
Mailroom Machines and Equipment 


Metered Mail Systems... Letter and Parcel Post Scales... Letter Openers ... Envelope Sealers 
Multipost Stamp Affixers ... Mailroom Equipment... Endorsographs . . . Ticketograph Systems 


JMMERCIAL 


U.S. POSTAL METER DIVISION NTROLS 


Rochester 2, New York (oK6) -4 210) - 2-4 Lely 
Commercial Controls Canada Litd., Toronto 1, Ontario 


Sales and Service Offices in Principal Cities 





small enough so that almost every- 
one knows what the other man is 
producing. If one person were 
inept and holding down produc- 
tion, his fellow workers would be 
quick to recognize the difficulty 
and would be ready to help him 
remedy it. 

Individual bonus rates vary 
little now from those under the old 
incentive plan. But the amount of 
work saved is almost unbelievable, 
until it is realized that more than 
700 employee record cards have 
been eliminated. 

Before the original incentive 
plan was begun about 2 years ago, 
the average production index at 
Seeburg was about 40. This meant 
that production was one-third 
short of what it should be, accord- 
ing to time studies. The average 
index now is about 80, or one- 
third more than the standard. 
Workers take home 35 per cent 
more pay for their efforts. 

Seeburg started mechanizing its 
payroll in 1943 and since that 
time has added more than $155,- 
000 in tabulating equipment, in- 
cluding Remington-Rand alpha- 
betical tabulators, multicontrol 
reproducing punches, interpreters, 
sorters, key punches, and an East- 
man Recordak unit. The company 
estimates that one tabulator can 
produce a certain report in the 
same time it would take 14 em- 
ployees to do the job with comput- 
ing machines. This tabulator saves 
enough in less than 2 years’ time 
to pay for the $80,000 worth of 
equipment installed in 1946. 

With this tabulating equipment, 
daily production indexes can be 
prepared by noon of one day cover- 
ing production for the preceding 
day. Foremen keep records of 
units turned out in their depait- 
ments, and from these reports «are 
tabulated production figures. Since 
the completed reports are realy 
by noon of the following day, each 
foreman can readily check any w- 
usual changes in production aid 
easily trace their source. 

In preparing its weekly payroll, 
Seeburg works from a master file 
which contains a card for each em- 
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Q. Who’d file records in an oven 








Records are the lifeblood of your business. 
If they are lost, they'll cost you untold 
inconvenience and expense. And remember, 
though you naturally carry fire insurance — 
you must have records showing Proof of Loss 
in order to collect. So why take chances? 

Be safe —trade in your old safe on the 


A. Could be ee > fe) U : best protection.-you can get—a modern 


Mosler ‘“‘A”’ label safe. That Underwriters’ 





Here’s how it works out. You file your most Laboratories, Inc., label is your assurance 


valuable papers in your office safe. Along that your safe has passed their famous 


comes a fire—possibly just an interior office 4 hour test’’— including trial by fire, 


—) 
impact and explosion. You'll be surprised 
fire. And then you find out whether you own = I I 


at the low cost. 





a safe... or an oven! Uninsulated filing 
cabinets, of course, are even worse! Write today for the free booklet 
“What You Should Know about Safes” 
4 Please address Dept. A. 
fo 
SE 
) | la) ’ 


|=" #Mosler 
7 Safec Co 
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c7 
The convenience of a 
file with the safety of 
a safe. Mosler insu 320 Fifth Ave., New York 1, 
ated Record Containers Builders of the U.S. Gold Storage Branch offices in 
carry the label of the Vault Doors at Fort Knox, Ky Boston, Chicago, Philadelphia, Pittsburgh 
Underwriters’ -abora Mosler “A” Label Safe with burglary Washington, D. C., Portland, Ore. and principal cities 
tories, Inc. Complete resistive chest for dual protection Factories: Hamilton, O 


record protection! against fire and burglary LARGEST BUILDERS OF SAFES AND VAULTS IN THE WORLD 
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for you 
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HE problems of today’s Payroll 
Dept. are enough to wear a man 
down. 


You’ve got to worry about costly 
payroll errors ... about getting 
the payroll out on time. . . about 
government reports! 


And perhaps on top of all that 
you may have a payroll employee 
who is quoting the amounts of sal- 
ary checks to his office friends. 
And that causes dissatisfaction and 
personnel problems. 


We'll gladly be your Payroll 
Dept. You may save money be- 
sides! 


Our trained personnel will pre- 
pare your payroll and related tax 
work on high speed alphabetic and 
numeric tabulating machines. All 
work is checked in our offices to 
bank standards. 


FREE: “Payroll Service” is an 


interesting booklet that tells you 
more about this unusual service. 


Unusual tabulation services 


Let us tabulate your sales, or- 
ders, prices, costs, inventories, 
vouchers, special reports and other 
statistics—just as we have been 
doing for many of America’s lead- 
ing firms these past 40 years. 


Write for literature and quotations to: 


Recording and Statistical 
Corporation 


CHICAGO © BOSTON © #£ODETROIT 
MONTREAL © TORONTO 
102 Maiden Lane, New York 5, N. Y. 
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ployee. All the information about 
the employee is reproduced from 
this card into a daily pay card. 
This daily pay card is gang 
punched for 8 hours and extended. 
From this card 4 other sets are 
reproduced, giving the employee’s 
base pay for the week. Five master 
sheets for each department are 
then tabulated. Each sheet shows 
the employee’s name, clock number, 
and department number. Indus- 
trial engineers post variances from 
standard time on these sheets each 
day. 

These totals are checked against 
those on the clock card for that 
worker, and any differences are 
noted and changed, then re-ex- 
tended in the job cards. Dif- 
ferences are also checked to make 
sure each department has the ac- 
tual number of hours worked, re- 
ferred to as input hours. From 
daily production reports, cards 
are punched and listed to secure 
output minutes. The input hours, 
converted to minutes, are then 
divided into the output minutes, 
and the answer is the index for the 
department for that week. Bonuses 
are paid from this index. 

Three separate pay figures are 
obtained from these cards, base 
pay and bonus cards, and from 
overtime premium pay cards. 
These three totals are summarized 
into a gross pay card, showing the 
employee’s total earnings with no 
deductions. Bond, insurance, credit 
union, and any miscellaneous de- 
duction cards are reproduced from 
master cards, and a tax card is 
added to the group. From these 
five or more cards, plus one for 
gross pay, a net pay card is cal- 
culated and summarized for each 
employee. Net pay cards are inter- 
filed with the gross pay cards. 
After verifying the final sum to be 
paid to the employee for the week, 
checks are written from the gross 
and net cards on the tabulator. 

Seeburg has always produced a 
weekly cost distribution sheet by 
which the company knew how much 
money it was spending for produc- 
tion, maintenance, new equipment, 
and it had figures to show the cost 


of vacations and sicknesses. But 
these figures were not broken down 
into department costs, and there 
was no way of knowing what par- 
ticular jobs or departments might 
be making up the bulk of the costs. 
Last month, however, cost distri- 
bution sheets were first prepared 
from the job cards that made up 
the daily production sheets. These 
costs were tabulated by job and 
also by department. For instance, 
one production job might go 
through five or six departments, 
and it would be listed by number. 
The cost of this job, broken down 
into the five or six departments, 
would be shown, as well as the 
total cost. 

Costs by department are pre- 
pared on different distribution 
sheets. One department is listed, 
for example, and all its costs for 
that week tabulated. Every job 
that goes through the department 
has a listing of its cost for that 
department, plus other costs such 
as pay for vacations, maintenance, 
new equipment, or pay for work- 
ers out because of illness. 

With these reports, produced 
weekly and monthly, any excessive 
costs can be traced with little dif- 
ficulty. Seeburg expects to control 
its costs better with these distri- 
bution sheets, and plans budgetary 
controls for the various depart- 
ments. Such figures can also be 
used to check marginal profits of 
production units, and to control 
tooling and engineering costs, and 
labor overhead. 

Seeburg uses the Eastman 
Recordak to film its clock cards 
and cashed checks. When filmed, 
these cards and checks are de- 
stroyed. A great deal of filing 
space is saved, since the films take 
up very little room. 

The company uses its own prod- 
uct to make working conditions 
more pleasant for its employees. A 
commercial model of the new 
Select-O-Matic 200 Library pro- 
vides music at regular periods for 
workers at Seeburg’s two plants. 
The unit plays recorded music 
automatically for an entire week 
without an operator or attendant. 
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More Comfort—More Work—Less Fatigue with This New 


LINCOLN OFFICE SUITE 


for 
AMERICA’S 
BUSIEST MEN 


Engineered for the men whose 
days just do not have enough min- 
utes, this new Lincoln Office Suite— 
desk, table, bookcase, and telephone 
stand — means comfort, prestige, 
beauty, without extravagance. 

Straight, simple lines, modern 
functional design—symbolic of to- 
day’s skillful businessmen, this en- 
tire suite is built of selected Ameri- 
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can Walnut or Comb Grain Oak— 
expertly finished by Lincoln’s well- 
trained craftsmen in fine woods. 

Check these features: Desks 58 by 
32 inches, 64 by 36 inches, and 69 by 
36 inches; eight drawers; double 
drawer lined for suspended file. 
Rounded corners, desk and chair 
protector rubber inserts at knee 
posts, satin finish chrome drawer 
pulls, island base for more foot room, 
space conservation, and greater com- 
fort. Writing slide on visitor’s side 
for stenographer. 

Lincoln dealers in all key cities 
can show you this suite and help you 
plan the kind of office that matches 


your taste and personality—which 
actually helps get your work done 
and lifts a burden from your shoul- 
ders. Call the Lincoln dealer now. 
Write today for name of nearest 
Lincoln dealer and a copy of the 
widely discussed booklet, “What 
Makes an Office Click>”—written 


to help you smooth the day’s work. 


Commercial 
Furniture Co. 


For 60 years manufacturers of 
Lincoln Office Furniture 
2739 West Chicago Avenue 
CHICAGO 22, ILLINOIS 
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cut COLLATING costs 
40z _ 70% Mailing Depts. 


Duplicating Depts. 


THOMAS MECHANICAL COLLATOR 


THOMAS MECHANICAL COLLATOR CORP. 


New York 7, N. Y. - 


30 Church Street - 


WRITE FOR NAME OF LOCAL DEALER 


Users of: Mimeograph, 
offset or other means 
of duplicating. 


SAVES 
e Time 
e Space 
e Effort 
Five Stock Models 
All models equipped 
with EJIECTOMATIC 
FEED 


Illustrated Model 16 L 4000 


Dighy 9-2270 








Quick Delivery—Ask your local 
REX-O-graph Dealer. Or write 
for details and dealer name. 


3741 N. PALMER ST. 





HANDY 
STEP-SAVER, 
TIME-SAVER ... 


Speed up your duplicating by keep- 
ing supplies within easy reach! 
The new REX-O-graph Cabinet 
provides a sturdy, attractive ma- 
chine base, extra working surface, 
plus plenty of storage space for 
fluid, carbon, paper, forms and 
other supplies at your finger tips. 
Saves time and steps. 


Modern, streamlined in design, 
solidly built of steel, with handy 
pull-out shelf and interior shelf, the 
new REX-O-graph Cabinet is con- 
veniently desk-high. It's a fitting 
companion for REX-O-graph Du- 
plicators—or for many other uses. 


MILWAUKEE 12, WISCONSIN 


i REX-O-granh Inc. 


FLUID DUPLICATORS AND SUPPLIES FOR SUPERIOR RESULTS 





GM Suggestion System 
Saves lime, Money 


(Continued from page 26) 


influence for good or bad with re- 
spect to the success of the plan is 
far-reaching. The foreman should 
get credit for suggestions which 
originate in his department. He 
should get credit for having 
trained his employees to do con- 
structive thinking. He should also 
get credit from his superiors for 
being a leader who gives his em 
ployees a square deal. All this is 
worth much to the foreman, for 
his own possibility of promotion 
depends in part on his success in 
developing the thinking ability of 
several subordinates to the point 
where one of them can take his 
place. Through ‘the suggestion 
plan he can gain increased produc- 
tion, save materials, reduce tool 
breakage, improve safety condi- 
tions, and so on. 

“As to the employer, a majority 
of close students of the suggestion 
plan are of the opinion that the 
actual savings which may be ef 
fected represent the least of its 
benefits. The greatest value of the 
plan to General Motors comes 
through the relationships which it 
fosters between employees and 
management. However, the mate- 
rial benefits are by no means to be 
overlooked. The corporation could 
hardly afford to pay out millions 
of dollars for suggestions unless 
those suggestions adopted were 
valuable. Some of them have been 
highly valuable, while all possess 
at least some value, otherwise the 
would not have qualified under the 
rules.” 

Suggestion plans have becom 
increasingly popular in_ recent! 
years, Mr. Jerpe said, and GM is 
a member of the National Associa 
tion of Suggestion Systems, a non 
profit organization composed oi 
more than 300 companies, in many 
different fields. Headquarters ot 
the Association are at 122 South: 
Michigan Avenue, Chicago 3. 
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F YOU give cash prizes to salesmen as contest awards, make a 
survey of what happened to the cash won in the last contest. Cash, 
too often, is a fleeting thing. There is little carry-over goodwill in a 


mere memory of jingling dollars that have lost their jingle. 


But prizes in merchandise are something else. They endure. The 
gleaming automatic pop-up toaster on the breakfast table is an every- 
morning reminder of sales prowess and company gratitude. The more 
than a thousand quality nationally-advertised items in the Belnap & 
Thompson Prize Book give your salesman’s family full freedom for 
selection (from your point of view, this is desirable enthusiasm from 


the folks at home). 


Certainly, merchandise prizes are better, and you and the sales- 
man get more for the contest dollar. ““More complicated”—did you 
say? Drop a line to Belnap & Thompson and let us show you how 


very easy it really is. 


4 Send for the new Belnap & Thompson Prize Book—see for your- 
self the array of nationally-advertised merchandise prizes available to your 
salesmen and their families. May we send you a copy today? (Ask for it on 


your business letterhead.) 


BELNAP & THOMPSON, inc. 


1516 SOUTH WABASH AVENUE « CHICAGO 5, ILLINOIS 
“INCENTIVE CENTER” « Palmer House « CHICAGO 3, ILLINOIS 
N. Y. Office: 271 MADISON AVE. « Mazrray Hill 6-5360 « NEW YORK 16 
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A large manufacturing company estimates that one new tabulator it is using can 
produce a certain report in the same time it would take 14 employees to do the job 
with computing machines. This same tabulator would save enough in a few months 
to pay for itself. Latest equipment, reported here, can save time as well as money 





The Desks That Bloom in 
The Spring, Tra la 


WILL our good readers please excuse 
the hackneyed headline? With six new 
desks to describe we just could not resist 
parading the fact that we know the old 
Gilbert and Sullivan song. Actually none 
of these desks just bloomed. Work on 


them has been proceeding for many 
months, and some of them were intro- 
duced prior to spring. Anyway, here are 
six grand new desks, several with special 
features that will have a wide appeal. 

Companion pieces to these desks, as 
well as other designs, are being offered 
by all the manufacturers, and readers 
who are contemplating new offices or 
renovating old offices will want to get in 


Hoosier Desk Company’s Empire conference desk, which is part of a series 
of the same design. Other models are suitable for practically every worker 


Another member of the Hoosier Empire family, same as the desk shown at the 
top, but without the overhanging top feature. These models are in production 
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touch with the manufacturers for com- 
plete catalogs or brochures. There’s a 
lot stirring in the office furniture industr\ 
and we have never had so many ne 
ideas in office furniture to report. Mor 
to come next month. 

Simplicity of design, smaller sizes, 
adjustable height, lighter colors are some 
of the most common features in the ne 
desks introduced recently. 


The Hoosier Empire 
Desk Series 


SHOWN at the left are two of tli 
Hoosier Desk Company’s latest additions 
to its line of wood office desks. Both are 
from the Empire line. At your left (top 
is the Empire conference desk with ex 
tension top. Size 75 by 38 inches, and 29 
inches high, adjustable to 3014, inches 
height if desired. The top overhangs the 
base 9 inches at both ends and at the 
back. Same desk with two other size tops 
is available. The 58- by 38-inch top over 
hangs 9 inches at back only (lower left), 
while the 58- by 30-inch has a regular 
top, without overhang. 

These desks all have l-inch thick, 5 
ply flush panels with select face veneers 
of genuine walnut. Metal drawer pulls 
in French chrome finish, with.black trin 
are a feature of all three desks. Fil 
drawers, one in each desk, run on fiber 
rollers for ease of operation. 

Another series by Hoosier, the Empire 
Commercial, includes an executive desk 
66 by 36 inches; an interview desk 58 b) 
30 inches; two clerical desks, one 
double pedestal, 60 by 32 inches, an 
the other a single pedestal design, 43% 
by 30 inches. Another number in thi 
series is a fixed platform typist des! 
with one pedestal. It is 433%, by 3 
inches, and is especially suited for elec 
tric typewriters, wide carriage typé¢ 
writers, and heavy machines. It is als: 
the correct height for calculators. A 
secretarial desk, wastebasket, table 
telephone stand, and costumer complet: 
this series. 

By combining the Empire and the Em 
pire Commercial users have a full rang: 
of matching furniture suitable for every 
body from the newest typist or clerica 
employee to junior and senior executives, 
department managers, and others in 
management positions. 
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Many office executives have long sought a way to be rid of the unsightly boxes or other makeshift receptacles used in con- 
nection with continuous form billing machines. Myrtle Desk Company's Pacemaker, shown above, solves the problem. 
Other types of this same desk are available, so that it will be possible to equip an entire office with the Pacemaker series 


Myrtle’s Special Purpose 
Pacemaker 


IN OUR February issue we illustrated 
and described the Pacemaker secretarial 
desk by Myrtle Desk Company. Here 
are (above) two views of the same com- 
pany’s Pacemaker continuous forms desk. 
Matching other desks, such as_ the 
secretarial, clerical, and executive num- 
bers, this special purpose desk is 
especially useful in billing and other 
operations where continuous forms are 
in use. With the same island pedestal 
base this desk enables users to match an 
entire office instead of the usual mis- 
matching so often necessary when special 
purpose desks are needed. Note the 
special slots for handling continuous 
forms, shown in the illustration at the 
right. The slots are shown open, but can 
be closed. 


Imperial’s New Line 
Is Named Wiltshire 


THE Imperial Desk Company comes 
forth with this new line called Wiltshire 
Modern, including a conference, an exec- 
utive, typewriter, clerical, secretarial, 
and a consultation desk, as well as four 
tables, telephone cabinet, and bookcase. 

Starting with the conference desk, 
which has an overhanging top and is 86 
by 45 inches, the line also includes an 
executive desk, 69 by 36 inches; two 
secretarial desks, 58 by 32 inches and 50 
by 30 inches; a fixed bed, center well 
typewriter desk, 50 by 30 inches; and a 
one-pedestal consultation desk, 45 by 30 
inches. Four sizes of tables to match are 
also available. 

Semiflush drawer pulls, ball-bearing 
suspensions on file drawers, dustproof 
construction, adjustable height, faultless 
lides, and four points of bearing are 
some of the features of this line. It is 
available both in walnut and the new 
light engineered Softone finish. 
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Wiltshire Modern is the series name for this conference desk. In the same line, 
Imperial Furniture Company offers several other models in matching design. 
In some offices this desk will completely eliminate the need of a directors’ table 


Here is the executive desk the same as above but minus the overhanging top. 
On this and all other Imperial Wiltshire series, height may be quickly adjusted 
from 29 to 3014 inches. Note two shallow drawers in each pedestal of both items 
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Plant Now for Your 
Golden Harvest 


PTHINK (&) SUGGEST 


Here’s the Easy, Successful 
Way to Get Profitable Crops 
Of Employee Ideas 


Your business—indeed, every business 
—is like a farm in that it is capable of 
producing a cash crop of profit-produc- 
ing, money-saving ideas. Your employ- 
ees can suggest better, faster ways to do 
things; they can spot wasteful practices. 
If you cultivate their thinking, you'll get 
results. 

Every successful farmer has a tested and 
proved system that produces maximum 
yields from his land. Preparation of soil, 
seed planting, cultivating and harvest- 
ing all are done according to plan. 


This System Always Works — 
THe Morton SuGGEsTION SysTeM is a 
complete, professionally organized plan 
that enables any business to cash in on 
employee ideas. It has been getting re- 
sults for 20 years and is a veteran of 
more than 12,000 installations. 


It’s Complete—Does the 
Whole Job 

The Morton System includes impressive 
cabinets, full operating instructions, 
complete promotional and record-keep- 
ing material. It provides a systematic 
follow-through program, places at your 
disposal the services of experts in every 
phase of suggestion system operation. 
It costs nothing to get complete details. 
Simply write telling us the nature of 
your business and how many 

persons you employ. 


an) B 


MANUFACTURING CO. 


5127 W. Lake Street, Chicago 44, Illinois 
GOLD LINO LE ERI 
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Protects Checks in 
Twelve Currencies 


A DOZEN different currencies are rep- 
resented on the keyboard of the new 
Todd Multi-Currency  Protectograph 
checkwriter, making it possible to pre- 
pare checks in dollars, pounds, francs, 
etc., on the same checkwriter. The left- 
hand bank is made with standard com- 
binations of currency symbols, but any 
group of symbols may be substituted on 
order. The Protectograph’s imprinting 
device is flexible so that serial numbers, 
dates, quantities on shipping or purchase 
orders, warehouse receipts, or other im- 
portant figures can also be protected 
against alteration. With the new voucher 
or sheet receiving cylinder this Model 72 
can handle top-stub vouchers or multiple- 
check sheets as well as ordinary checks. 


New Uarco Registers 
Lower Priced 


PRICED BELOW a previous line, a 
new, improved set of autographic regis- 
ters is introduced by Uarco, Inc. The 
Recorder, Manifolder, Featherweight, 
and Recorder-Cashier (not shown) regis- 
ters were styled by industrial de- 
signer Robert Duval Budlong. All four 
models can be furnished mounted on 
cash drawers. The portable Feather- 
weight register, made of black plastic 
with an aluminum lid, has an aluminum 
clip tray for filing office or shop copies. 
The Recorder-Cashier automatically 
opens the cash drawer only after a 
ticket has been written and copy re- 
folded into the locked compartment. 
These machines form the basis for many 
bookkeeping systems, provide control 
through serially numbered forms and 
protection through locked-in copies. 


Dispenses Stamps, Air- 
Mail Stickers 


DESKIT, presented by Handy Roll 
Company division of Salsbury Corpori 
tion, is a handy gadget. Three-unit 
plastic desk set has one dispenser with 
air-mail stickers and two Stampac di 

pensers for two denominations of postage 
stamps. Dustproof, moistureproof, thie 
Deskit has a built-in moistener. 


Easy Access to Papers 
In Lettadex Trays 


LETTADEX letter tray produced }) 
Zephyr American Corporation keeps in- 
coming and outgoing papers separate, 
speeds the flow of paperwork. Trays ar 
large enough to hold suspension fold 
with guides attached. Slots in the ends 
of the tray hold indicator tabs, which ar 
furnished in strips with each tray. N: 
more fumbling for papers—Lettadex has 
a curved opening for easy access and 
raised floor so fingers get underneath th 
papers. Aluminum posts to support extr: 
trays are set back off the corners. Tier 
are lower although trays are deeper tha: 
most others. Ribbed tray surface reduce 
paper slipping and rubber feet keep tra 
in place. Made of plastic, the trays cai 
be had in walnut, oak, gray, or mahogan) 
color. Because they are of plastic, th 
trays will neither chip nor scratch. Th 
list price of the Model L-847 Lettadex is 
$2 each. 
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Lighter Headset Made 
For Comfort 


STRONGER than wires, the new steel 
hearing tube being marketed by Edi- 
phone drapes readily and is not likely to 
snarl or catch on typewriter keys. This 
lightweight earplug headset, little more 
than half the size of the old, offers less 
resistance to head movement. The new 
tube is designed for use with electronic 
or good average acoustical recordings. 


Electric Cash Register 
Locks Five Ways 


FIVE-WAY electric lock is one feature 
of the Clary Multiplier Corporation’s 
new all-electric cash register. Model C-1 
automatically handles retail transactions, 
does away with keeping memos in the 
till, and mental arithmetic when cash has 
to be balanced. For example, amounts 
paid out print in red and are subtracted 
from the daily total. Charge sales print 
“CH” alongside the entry and are not 
added to the daily total. Received on ac- 
count items are automatically added to 
the daily total. Better records are pos- 
sible because it is easy to write notes on 
the autographic tape. Money in the 
drawer can be quickly checked by taking 
a subtotal. In the “Add” position the 
register converts to the Clary Speed-o- 
lectric adding machine for inventory, 
itemizing cash sales, tax work, payrolls, 
etc. When the machine is in the “Lock” 
position, all operations are locked and 
even the power is cut off. This flexible 
machine will soon be at dealers. 


June 1948 





Don’t be ambushed by inventories 





You can easily get scalped in the 
backwoods of your inventories un- 
less you know the terrain like the 
palm of your hand. 


There’s that dangerous passage 
between the time it takes to compile 
all your inventory facts and the time 
it takes to readjust schedules for 
your men, machines and materials. 
And if lowered volume lurks in lines 
where you least expect it, rising costs 
can tomahawk -your profit margin 
without warning. 

McBee reliably helps you to pro- 


tect the essential continuity of your 
business by forestalling the surprise 


element in order cancellations. 

Keysort cards and machines 
make it possible for you to key your 
inventory to schedules . .. make cer- 
tain you have enough of the right 
materials at the right times... and 
are not overstocked with slow mov- 
ing items. 

Have the facts at your fingertips 
fast and fresh. All the facts about 
sales or cancellations, production or 
personnel, cost or control. 

McBee can show you how to do 
it easily, economically, quickly. 
There’s a McBee man near you. Ask 


-him to drop in, or write us. 





KEYSORT is easy to learn, easy 
to use, requires no specialized 
job training ...increases indi- 
vidual work output without 
increase of individual effort. 


GPS) THE McBEE COMPANY 


il SOLE MANUFACTURERS OF KEYSORT— THE MARGINALLY PUNCHED CARD 
Ss 295 Madison Avenue, New York 17, N.Y. Offices in principal cities 
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Two automobile agencies recently used novel systems to stimulate interest in their 
businesses. Members of a real estate board pool their listings at a weekly sales 
luncheon to save customers time and effort. A book store maintains a record of 
sending out orders the day received. These ideas might be useful in your business 





United Air Line’s ‘‘nerve’’ center in Denver controls reservations on all of the 
company’s flights, eliminating endless waiting to have plane spaces confirmed 


1. United Centralizes 
Reservations System 


UNITED AIR LINES travelers can 
now obtain space confirmations with little 
or no waiting. 

A central reservations system in 
Denver controls all space for United, 
and as each seat is sold it is reported 
over private telephone or Teletype lines 
to the center. When a flight is filled, 
“stop sales” messages go out to agents 
in the 75 cities of the company’s system, 
and no more reservations are taken. 

United recently installed another setup 
that is reported to be the only one of its 
kind in the country. Using standard radio 
studio broadcasting equipment, the com- 
pany holds conferences in Chicago with 
Denver staff members sitting in. 

A master control cabinet in Chicago 
controls the microphones and _loud- 
speaker. The cabinet plugs directly into 
any telephone circuit and connects with 
Denver through one of United’s private 
wires. Chicago staff members use four 
nondirectional microphones, while Denver 
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executives talk into three “push-to-talk” 
hand sets. A red light indicates when the 
mikes are “alive.” 

The system was set up after United 
moved its operations and passenger serv- 
ice departments from Chicago to Denver 
early this year. Regular staff meetings 
require executives from offices in both 
cities, and with the help of the telephone 
company the two-way system was 
installed. 


2. Southern Auto Dealers 
Prepare for Future 


A COUPLE of automobile dealers down 
South are looking ahead and preparing 
for the buyers’ market that is on the way. 

The Beard Motor Company in Colum- 
bus, Mississippi, recently sponsored a 
“Motorist for a Day” contest in which the 
winner was awarded the use of a new 
Mercury with a chauffeur for 24 hours. 
A new spring outfit complete with acces- 
sories and flowers was included in the 
deal, but on a permanent basis. 

In Sylacauga, Alabama, the Ogletree 


Pontiac Company has a plan by which 
doctor bills of all its employees and their 
immediate families are paid by the firi. 
A retainer fee is paid to a local 
physician for the job. The company fee!s 
that the program will eventually pa 
dividends by reducing absenteeism. 


3. Realtors Pool Listings 
At Sales Luncheons 


MEMBERS of the Main Line Board of 
Realtors in Merion, Pennsylvania, believe 
in cooperation. They meet at a weekly 
sales luncheon and pool their listings to 
offer the customer a larger variety of 
homes for sale. The board multigraplis 
the list and sends a copy to each member. 

Such cooperation saves the home seeker 
many steps and a great deal of time. He 
gets the advantage of fifty or more real 
estate listings at one office, and doesn't 
have to make the rounds of many dif- 
ferent places to find what he wants. 

Guest speakers appear on each pro- 
gram at the weekly meetings of the 
Philadelphia suburb’s realtors. Meetings 
last only an hour, but the program goes 
on while members are eating. 


4. Metered Mail Machines 
Speed Book Shipments 


A SAN FRANCISCO book company his 
a record of sending out every billed 
order the day it is received. 

J. W. Stacey, Inc., wholesale and r- 
tail distributors of medical and scienti/\c 
books, maintains this record with the he'p 
of twe Commercial Controls Corporation 
metered mail machines and a parcel post 
scale. Employees are particularly iv- 
terested in producing maximum efficiency, 
since they share in the management ai 
participate in the company’s profit-sha°- 
ing plan. 

The shipping room is arranged so tl 
twelve men can prepare shipments at tie 
same time. Orders are divided into sm:!! 
ones up to five volumes and large or 
over that number. Cartons built to ce- 
tain specifications are used to speed shi 
ments, and a special freight elevator 
facilitates getting orders out in a hurry. 
A truck makes a nightly trip to the post 
office with parcel post. 

Stacey’s sales area covers eleven wesi- 
ern states. Its daily volume of shipments 


+ 
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goes to college and trade book stores, 
hospital and medical libraries, medical 
and nursing schools, and individuals. 


5. duster Brothers Only 
Check Figures Once 


JUSTER BROTHERS, clothiers in Min- 
neapolis, uses a daily time chart that 
is proving a great time saver in the pay- 
roll department. 

The chart, of a durable glazed surface 
stock, is about 10 by 14 inches and will 
stand almost unlimited handling. Figures 
on the left end of the chart indicate the 
time punched in by the employee. A 
column of figures at the top shows the 
time he punched out. To find the exact 
number of hours worked, a payroll clerk 
merely runs a finger down the proper 
line from the “time in” column to the 
hour the employee punched out. 

The clerk now has the total number of 
hours with no deductions. The time taken 
out for lunch is subtracted, and the re- 
sulting figure is used to compute the 
worker’s wages for the day. 

Juster Brothers has found the chart 
particularly helpful in its alteration de- 
partment and marking rooms where em- 
ployees work on an hourly basis and on 
staggered shifts. A single computation 
is all that is necessary now, whereas 
clerks formerly double checked all time 
cards to catch errors in either regular 
time or overtime. 


6. Series of Novel Ads 
Sells More Washers 


“MABEL, why did you leave me? 
Please come home. I promise to be good 
to you. Harry.” 

This note recently appeared as a 1- 
inch display ad in a San Bernardino, 
California, daily newspaper. Numerous 
inquiries from interested readers were 
made to the paper, but their curiosity 
was not satisfied. The next day another 
ad appeared: “You would never buy me 
anything I wanted. Mabel.” 

Calls from readers with suggestions 
for peace-offering gifts, really began to 
tie up the daily’s telephones. The third 
day the punch line was inserted: “Harry, 
I wanted a new Maytag from Ed Heil’s 
and you wouldn’t get it. Mabel.” Ed 
Heil happened to be an enterprising ap- 
pliance dealer who originated the idea, 
and his sales soared after the three ads 
appeared, A fourth ad was expected to 
end the series: “Mabel, I bought you a 
new Maytag at Ed Heil’s—hurry home, 
all is forgiven. Harry.” 

But the campaign didn’t end there. Ed 
Heil received a letter from Mabel and 
Harry Boynton, local residents, who 
complained that their 30 years of wedded 
bliss had been disrupted by the ads. The 
couple said they had been the butt of 
endless telephone calls, public scandal, 
and ridicule. Ed called the Maytag people 
and told them the story. They gave 
Mabel and Harry a new washer free of 
charge, and everybody was happy, par- 
ticularly Ed Heil with his 150 per cent 
increase in sales. 
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Style-Master Associate 
Desk (size 60” x 30”) 


NEW Gz DESK SAVES HIGH COST 
OFFICE SPACE 


EW desk design saves 1 2/3 square feet per desk. This allows 

you to install more desks in a given amount of floor space. The 

design also makes the desk more efficient, for every inch of top space 
is within easy reach from working position. 


The Style-Master Associate Desk has these famous “Y and E” 


features: 


@® Handsome modern design 


@ Eye resting Neutra-Tone Gray 
finish 


©@ Full size, roomy drawers 


© Full width legroom for working 
comfort 


@ Adjustable height for your best 
working position 


® Rugged, all-steel construction 


@ Attractive metal corner caps for 
extra protection 


Write for complete information on the new 
“Y and E” Style-Master Associate Desk. 


YAWMAN4»> FRBE MFG.(. 1042 Jay Street, Rochester 3, N. Y. 


Consult Your Local Classified Telephone Directory fer Your Neare:t Ce Representative 


Foremost for more than 65 years 








PHONE PRIVACY 
Office Dalek — Better Hearing 
Hush-A-Phone”’ 
sedate for E-1 and F-1 Handset 
Phone; Pedestal Phone; Switch- 
board and Dictating Machines. 
New “Wave-Filter” 
Model intensifies your 
voice many times. 
HUSH-A- PHONE CORP. 
43 W. 16th St., N.Y. 11 

















POINT OE SALE 


ADVERTISING 


Colorful - Self Adhesive - Cellophane, processed 
in Rolls. Easy to buy - Easy to apply - used for 
Packaging- Point of Sale advertising- Parts mark- 
ing and Aircraft Wire terminal identification. 


TOPFLIGHT TAPE C0. - YORK, PA. 


ADDRESS - TAGS - LABELS 
WITH WEBER TAG-O-GRAPH 


PRINTS UP TO 9 
TYPEWRITTEN LINES 


ONLY 
$7. 50 


COMPLETE 
10 DAYS’ 
FREE TRIAL 


Accuracy — Speed Legibility . . . Change 
stencils in a split second . . . Lifetime guaran- 
tee... No moving parts ... Fills many re- 
quirements . . . No muss, no fuss — Shipped 
with 25 extra stencils, handwriting stylus, 
4 oz. of ink and complete instructions. Ship- 
ping weight, 2 Ibs. Order today. 


WEBER ADDRESSING MACHINE CO. 
200 W. CENTRAL RD. MT. PROSPECT, ILL. 
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Henry Ford recently said, ‘If we can solve the problem of human relations in in- 
dustry, I believe we can make as much progress toward lower costs during the next 
10 years as we made during the past quarter century through mass production.”’ It 
would be a system to humanize instead of mechanize, but results would be the same 
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Telephone workers relax during a rest period in this scene from the A. T. & T.’s sound movie, 
“An Orchid for Peggy,’ which dramatizes the importance of every job in the telephone system 


A. T. & T. Produces Movie to Dramatize 
Importance of Every Telephone Job 


To show the importance of 
each job as part of a team, the 
American Telephone & Tele- 
graph Company has produced 
a sound movie, “An Orchid for 
Peggy.” The film is for sale to 
Bell System companies only 
and is aimed primarily at new 
employees, although it is ex- 
pected to be useful in boosting 
morale of all workers. 

The movie tells the story of 

Peggy, who is leaving her job 
“in Revenue Accounting to be 
married. Her associates give 
her a surprise party before she 
leaves, and while they are pin- 
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ning an orchid to Peggy’s 
dress, the inevitable flashbacks 
begin. Her past at the tele- 
phone company flashes through 
her thoughts, starting with the 
day 5 years before when she 
first started to-work. A series 
of scenes pictures her making 
friends and shows how awk- 
ward she was in sorting toll 
tickets. 

Peggy remembers the day 
she became discouraged at the 
apparent unimportance of her 
job, and she remembers how 
her supervisor took her in 
hand. The supervisor led Peggy 


to a window and explained how 
cars, telephones, movies, and 
other luxuries we take for 
granted are made possible only 
through the efforts of many 
people performing a variety of 
jobs. The screen shows how cer- 
tain jobs play their part in 
providing telephone _ service, 
and Peggy’s job is depicted. 

Peggy remembers how she 
then realized just how im- 
portant her job was, and how 
it fitted into the telephone sys- 
tem. The scene shifts to the 
farewell party, where Peggy 
compares in her thoughts the 
perishableness of the orchid 
and the permanence of her 
friends and the jobs. 

But she doesn’t postpone her 
wedding. 


New ‘‘Hello Charley’ 
Girl Is Elected 
At Hawthorne 


The 1948 “Hello Charley” 
girl at Western Electric Com- 
pany’s Hawthorne Works in 
Chicago will be crowned queen 
at noonday ceremonies on 
June 16. 

Katherine Krause was elected 
the new queen by more than 
34,000 workers. Her photograph 
will appear on auto stickers 
that will accompany Haw- 
thorne vacationers to many 
parts of the United States and 
Canada during the standard 
vacation period in July. 

Ten girls were first nomi- 
nated by Hawthorne workers, 
and the winner was_ then 
elected from this group. In the 
final ballot each worker cast 
votes for five of the girls, and 
the other four will make up the 
queen’s official court during 
coronation ceremonies and at 
various events throughout the 
year. 

The name given to the queen, 
Miss “Hello Charley,” is said 
to date back 20 years to a 
letter sent to the benefits serv- 
ice department. The letter was 
addressed to “Charley, Western 
Electric.” A man _ named 
Charley Drucker received tiie 
letter, and from this incident 
came the expression, “Hello 
Charley.” Since that time the 
term has been a standard joke, 
but the queens who have fv'- 
lowed have been far above 
standard. 

In an item in this departme 
in April, the safety store 
Western Electric was d- 
scribed. It was stated thit 
safety shoes, gloves, al 
goggles were sold to employees. 
This was a trifle misleadin«, 
since gloves and goggles are 
issued to company workers. 


AMERICAN BUSINESS 





has 
mise 
pow 
vete 
to Pp 
O 
its 

and 
mor 


pore 
of t 

colle 
Man 
then 
worl 
aI 
for | 
wert 
and 

vete 
tive 

year 
awa 
tific 
outs 
ing 


book 
lesso 
fact, 
is A 
tions 
into 

plain 
work 
road, 
more 
play 
opini 


Weirton Steel Keeps 
Promise to Help 
Returning Vets 


The Weirton Steel Company 
has fulfilled its early war pro- 
mise to “do everything in our 
power at war’s end to help 
veterans make the change back 
to peacetime occupations.” 

Of the 12,000 employees in 
its Weirton, West Virginia, 
and Steubenville, Ohio, plants, 
more than 4,500—or 38 per cent 
—are veterans. About 5,000 
men and women left Weirton 
to serve in the armed forces, 
and 115 of them gave their 
lives and many more were 
wounded. 

Employment records show 
that 9,167 veterans of World 
War II have been given em- 
ployment by Weirton. Many of 
these veterans were hired tem- 
porarily, however, since some 
of them planned to go back to 
college when vacations ended. 
Many went into business for 
themselves, and others quit for 
work in different fields. 

Employment has been found 
for 262 former steelmakers who 
were wounded while in uniform, 
and a total of 611 wounded 
veterans are now in produc- 
tive work for Weirton. Last 
year the American Legion 
awarded the company a cer- 
tificate of appreciation for its 
outstanding record in employ- 
ing physically handicapped 


Wallace Kirkland of “Life” magazine gave an illustrated talk before the Lakeside Camera Club at 
one of its recent meetings. Other speakers included a photographer from a metropolitan paper 


Lakeside Camera Club Is Good Example 
Of Human Relations in Action 


veterans of World Wars I 
and ITI. 

Weirton is said to be the first 
in the steel industry to offer 
the payroll deduction plan for 
premiums on veterans’ National 
Service Life Insurance policies. 
The company also furnished 
free clerical, photostatic, and 
notary service to all veterans, 
whether or not they were em- 
ployees of Weirton. 


New York Central Publishes Employee 
Booklets on Public Relations 


Four booklets recently issued 
to employees by the New York 
Central Railroad should go a 
long way in cementing better 
relations between the company 
and its customers. 

Concerned almost entirely 
with explanations of how to 
make customers happy, the 
booklets might be described as 
lessons in public relations. In 
fact, the title of one publication 
is A Course in Public Rela- 
tions for Employees. Divided 
into four units, the booklet ex- 
plains how good will and money 
work hand in hand on the rail- 
road, how workers can win 
more friends, how workers 
play a part in molding public 
opinion, and how they should 
get ready for that promotion. 

After each section there is a 
quiz employees can answer. 
The quiz sheets can be sent to 
the railroad’s personnel depart- 
ment for grading, and if an 
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employee makes an average of 
75 per cent or better on the 
four tests, he will receive a 
certificate of achievement. 

One of the booklets describes 
the work of service committees. 
These committees work out 
ideas for better handling of 
freight and better service for 
customers. A third pamphlet is 
entitled Let’s Explain to. the 
Passengers. 

Probably the best of the 
four, although we may be 
prejudiced, is How to Meet the 
Press. News gathering is de- 
scribed as a legitimate occupa- 
tion, and some methods of re- 
porting are explained. The 
point is made that it is useless 
to try to withhold facts, such as 
details of train accidents, for 
the information will be dug 
out somehow. Booklet says few 
reporters want to show a story 
before it appears. When they 
do, they check for facts only. 


One of the most active in- 
dustrial photography groups 
in the country is the Lakeside 
Camera Club, which this year 
became a member of _ the 
Chicago Area Camera Clubs 
Association. 

The group is made up of 83 
employees of R. R. Donnelley 
& Sons Company, Chicago 
printers, often called the Lake- 
side Press. Organized in 1934, 
the club charges dues of only 
$2.00 per year, which takes care 
of all darkroom privileges. 


Chemicals are also furnished. 

Recent speakers at meetings 
of the club included Russell 
Hamm of the Chicago Tribune, 
who spoke on sports photog- 
raphy, and Wallace Kirkland 
of Life magazine. Other speak- 
ers have lectured on color and 
human interest photography, 
and there have been talks on 
related subjects from Clifton 
Hyland of General Electric 
Company Lamp Division and 
Ferenc Berko of the Institute 
of Design. 


Dramatized Case Studies Record Conflicts 
In Worker-Supervisor Relations 


A former college professor 
has hit on something new in 
human relations. 

He produces records of true 
cases of conflicts between work- 
ers and supervisors in indus- 
try. These studies can be used 
in conferences, training groups, 
and classrooms to stimulate dis- 
cussion and to create a better 
understanding of the problems 
of human behavior. 

Professional writers have 
dramatized a series of personal 
incidents, and each record ends 
with a crisis that requires solu- 
tion. One case tells of a dis- 
gruntled veteran who stirs up 
trouble in his department. The 


foreman likes the veteran but 
decides that he must go, in 
order to keep peace in the de- 
partment. The record ends 
there, and members of any 
conference are certain to launch 
into a spirited discussion of 
what should be done. 

The idea first came to Roy 
Wehrman during a bull session 
when he was a professor at the 
University of Wisconsin. He 
had always contended that 
education did not have to be 
dull, and here was a chance to 
prove it. Besides producing 
these case histories, Wehrman 
records special studies for use 
in employee indoctrination. 
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THE DO/MORE 


BUILD YOUR BODY 
AS YOU SIT 


Feel refreshed at “quitting 

time” through correct sitting. 

Business and professional 

men prefer DO/MORE 

chairs because they help 

retard fatigue... offer rest- 

ful relaxation without 

slumping... encourage good 

W posture. Better health, and 
WEE... ‘improved appearance are 

for the FREE book- both factors in Domore’s 
et, “Physical Fit. contribution to an easier 


ness and Personal - 
Appearance.” working day. 


DOJMORE CHAIR COMPANY, INC. 
DEPT. 603, ELKHART, INDIANA 


DO/MORE :::\\°: 
SERVICE 
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OXFORD FILING SUPPLY CO., INC. 

330 Morgan Ave., Brooklyn 6, N.Y. 
Please send your catalog on Pendaflex 
filing and name of nearest dealer. 




















Please Mention 


“American Business” 
When Writing to Advertisers 





~siness LIPS 


The following literature is of 
special interest to executives 
active in business manage- 
ment. Unless otherwise stated, 
it will be sent upon request to 
either the company or editor. 
It is current, and requests for 
this literature received several 
months after date of this is- 
sue may find supplies of the 
various booklets are exhausted. 





681. WHAT DECALS CAN DO FOR 
YOU. You can find out for yourself how 
decals can make your mark, with the 
“Slide-Off” samples included in this 10- 
page booklet. The Palm Brothers Decal- 
comania Company illustrates its booklet 
with samples from small nameplates to 
large truck panels. Booklet lists 23 
profitable uses for decals. 


* * * 


682. AUTOCALL FIRE ALARM SYS- 
TEMS. New 8-page booklet covers the 
Autocall Company line of fire alarm 
equipment suitable for any type building. 
Break-glass, pull lever, and key-operated 
types of fire alarm boxes are detailed in 
full. Wiring diagrams of the various 
systems are shown, and specific installa- 
tions for businesses, hotels, hospitals, 
and schools are recommended. Also 
featured is the Autocall Printing Record 
which automatically prints the fact that 
an alarm has been sounded, code number 
of the box which was used to turn in the 
alarm, and the exact time of the alarm. 
Samples of the printed tape, which sup- 
plants punched holes or pen line dashes 
that had to be decoded, are also shown. 


. * 


683. PIONEER IN VISIBLE REC- 
ORDS. Wassell Organization, Inc., pre- 
sents the Sig-na-lok, visible control sys- 
tem with positive locking signals, well- 
defined signal patterns, complete and 
constant visibility, and easy operation. 
New booklet shows the results of a study 
comparing three other leading visible 
record systems with Sig-na-lok on 14 
points. 
* ~ * 


684. MOSLER LEDGER DESK 
SAFES. Red, white, bronze, and black 
folder tells how Mosler safes protect 
your important records from fire. Three 
different modern models are shown. 


Ledger desk safes put an end to wheel- 
ing contract and ledger cards to and 
from remote vaults. Space-saving re- 
ceding doors make it possible to use safes 
in batteries, beside desks and windows. 
In case of a daytime fire, desk safes can 
be closed and locked quickly. One of the 
most interesting pages of the folder pic 
tures the severe tests tried by the Under- 
writers’ Laboratories, Inc., before giving 
these safes its highest award, the “A” 
Label. 


* * ” 


685. COST REDUCTION ... TODAY’S 
IMPORTANT NEED. Booz, Allen & 
Hamilton has published a case history 
of one large manufacturer’s efforts 
to lower costs. The booklet begins with 
the conditions necessary before a cost 
reduction program can be effective. 
High lights of the story are how $20,000 
was saved monthly by shifting personnel, 
how production was increased 42 per 
cent, how better use of present equip- 
ment was coupled with adding new 
equipment to save $25,000 each month 
now and a possible $83,000 a month 
later on. Send for this booklet to see 
what an aggressive cost reduction pro- 
gram can do for you. 


* * - 


686. YOUR SKYWAY TO VACA- 
TIONLAND. Colorful brochure uses 
drawings and photographs to high light 
some of the tempting vacation spots that 
can be reached by United Air Lines. 
Intriguing trips are suggested. Back of 
the book gives flying vacationists some 
down-to-earth advice about meals, reser 
vations, expenses, and what to wear for 
a heavenly trip. 


* * . 


687. IT’S HERE ...APECO CON- 
TINUOUS COPIER. Your office work- 
ers can make over 350 photo copies of 
any business record every hour. Ameri 
can Photocopy Equipment Company’s 
literature tells how the Apeco will 
reproduce any type of copy, black or 
colored, transparent or opaque, printed 
on one or both sides. You can get per 
manent, error-free copies of anything 
written, printed, typed, drawn or photo 
graphed. Leaflet pictures the control 
panel whose one knob, two switches, and 
three push buttons operate the machin: 
easily and speedily. 
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688. BUILT TO LAST A LIFETIME 
The Weber Addressing Machine Com 
pany tells all about its tag addressing 
machine in a red, white, and black book- 
let. The advantages of the machine that 
can whittle 90 per cent from your tag 
ging expense are listed. Old-fashione: 
drawings hint that addressing tags b) 
hand is as outmoded as the sketches. The 
same point is brought home more vividly 
by comparing the costs of the old ani 
new methods of addressing tags. Weber's 
machine can address 1,000 tags in less 
than 20 minutes at a cost of $0.30, 
saving about $6.00 on each 1,000 tags. 
Booklet ends with the phrase, “Forty- 
five hands can’t do it as well.” 
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689. RITEFORM POSTURE CHAIRS, 
TODAY’S GREAT VALUE. Want 
your workday to seem shorter, but the 
results to be greater? Riteform Chair 
Company’s leaflet tells how to reap both 
benefits. Executive and junior executive 
chairs with “Flo-Tilt” rubber cushion 
swivel seat control are shown. Seat and 
hack tilt together so that you'll feel you 
have a soft job, after all. 


* 


6810. ABBOTT’S “EASY TO KEEP” 
SALESMEN’S EXPENSE RECORD. 
Here’s a traveling salesman’s story with 
a point. Abbott & Wiltsie will be glad 
to send you a sample of its salesmen’s 
expense record. The pocket-size form 
carries a complete record of expenses for 
a week. There’s a place for everything: 
Meals, lodging, auto expense, railroad 
fare, telegrams, postage, and total daily 
expenses, 





* 





+ 








* * - 


6811. RCA WIRE RECORDER. New 
brochure from Radio Corporation of 
America lists the advantages of its wire 
recorder with plug-in cartridge, which 
puts an end to wire handling. Portable 
recorder with cartridge and microphone 
weighs only 241, pounds. Other features 
that make accurate, lifelike recordings 
possible are described. 


* * * 


Requests for these booklets may be sent 
either direct to the company, or check 
the number below, clip and attach your 
company letterhead, and mail to the 
Editor, AMERrIcAN Business, 4660 Ravens- 
wood Avenue, Chicago 40, Illinois. 


. The Palm Brothers Decalcomania 
Company, Cincinnati 12, Ohio. 
. The Autocall Company, Shelby, O. 
. Wassell Organization, Inc., Box 
390, Westport, Conn. 

The Mosler Safe Company, 320 
Fifth Ave., New York, N. Y. 
Booz, Allen & Hamilton, 135 S. 

La Salle St., Chicago 3, Ill. 
United Air Lines, Inc, 5959 S. 
Cicero Ave., Chicago 38, Ill. 
American Photocopy Equipment 
Co., 2849 N. Clark St., Chicago 
14, Ill. 

The Weber Addressing Machine 
Company, Mount Prospect, Il. 
Riteform Chair Co., Inc, 43 S. 
Oxford St., St. Paul 5, Minn. 
Abbott & Wiltsie, 343°S. Dearborn 

St., Chicago 4, Il. 
Sound Products Section, Radio 
Corporation of America, En- 
gineering Products Department, 
Camden, N. J. 
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6811. 


READY FOR A BETTER JOB? 


Do you really want success? Do you really 
want to make more money? Do you know how 
to sell yourself? If you're farsighted you'll 
agree that now is the time to act. Write, 
without obligation, for full particulars, 











Personnel Division of 


INDUSTRIAL RELATIONS COUNCIL 


30 E. Adams St., Suite 1400, Chicago 3, Ill. 
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shortly after punching in... And why not? 
When the whole office has to wait for the 
mail distribution before business can begin! 
Newest office time-saver is the PB 
MailOpener... that snicks off the edges of 
hundreds of envelopes a minute. 
or thin in stride... is trouble free in operation, 
very durable, noiseless ... gets mail distributed 
earlier without the mail desk starting to work 
earlier ...is a real economy in time saved! Call 
any P B office... or write for illustrated folder. 


MAIL 


A PRODUCT OF 





WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur- 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 

Compact, economical, safe. All revolving parts 
are covered. Instantly adjustable. Shreds 1%” to 


36”. Designed for continuous and trouble-free 
service. 







aze—> WITHOUT OBLIGATION <«« 


Any sample submitted will be shredded to your 
specification and returned, Without obligation. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 


PITNEY-BOWES, tra 


PENER 


PITNEY-BOWES, INC., 
2151 Pacific St., Stamford, Conn. 


-.- originators of the postage meter .. . 
Offices in 68 cities in U. S. and Canada 
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Sturdy: Low-priced: Weight 12 Ibs. 
| Easy to learn: New back transfer device 






speeds up calculations 
ASK FOR BULLETIN NO-63 
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@ Automatic total and non-add key 

@ Automatic subtract key 

@ Repeat and multiply key 

@ Credit balance @ Electric @ Quiet 


ASK FOR BULLETIN NO-65 








SOLE DISTRIBUTORS FOR U.S.A 


IVAN SORVALL, INC. 


210 FIFTH AVE., NEW YORK 10, N. Y. 












Photo-Clear 
COPIES 


with FLICK 
of a 
SWITCH 


HUNT ; 
PHOTO- Chpyist. 


2 to 20 Times Faster 


Reproduces anything written, drawn, 
printed or photographed in just a few 
minutes! 

Copies two-sided matter, illustrations, 
etc., which an ordinary duplicating ma- 
chine cannot do. 

Every copy is same size as original. 
Legally accepted. Does not require te- 
dious hours of proof-reading. 

Your office boy can operate it without a 
single error Widely used in banks, law and 
business offices, industrial plants, schools . . . 
wherever perfect copiesare quickly required 


WRITE TODAY for free literature. Or telephone 
nearest Hunter Representative for 15-minute 
demonstration. 

HUNTER PHOTO-COPYIST, INC. 


12% Hunter Avenue Syracuse, N.Y. 





‘‘Answers Every 
Need for 
Transferring 
Records”’ 


More than 86,000 users have made LIBERTY 
Storage Boxes famous for economy, dur- 
ability and long life. Millions purchased 
since 1917—many still in service after three 
decades. For low-cest, safe and orderly 
preservation of Letters, Checks, Deposit 
Slips and all sorts of records that must be 
retained for possible future reference, 
LIBERTYS are standard. 

Precision cut from heavy corrugated fibre- 
board, with dust-proof, semi-seal closing 
device. 23 standard stock sizes, packed flat 
for instant setting up, with labels attached. 
Stack anywhere ... indexing system makes 
finding QUICK. Sold by leading stationers. 
Write for valuable free booklet ‘Manual 
of Record Storage Practice,”” packed full 


of suggestions. FREE! 


Special Offer: Send $1, 
with this ad and your 
letterhead for sample let- 
ter-size LIBERTY Storage 





Box, postpaid. 


BANKERS BOX COMPANY 


Dept. 610, 720 South Dearborn St., Chicago 5, Ill. 
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CARTELS OR COMPETITION? By 
George W. Stocking and Myron W. 
Watkins. More than 500 pages of discus- 
sions of the economic dangers of cartels, 
showing that one of the things cartels 
accomplish is to uphold prices to the 
point where the highest cost producers 
can earn a profit. For example, during 
the depression thirties the tin cartel 
limited production to the point where 
prices rose from 27 cents a pound to 46 
cents, then to 56 cents, despite a very 
slack demand, and with output restricted 
as much as 40 per cent. Under such 
circumstances prices ought to go down, 
the book contends, but with control of 
95 per cent of world output prices were 





| kept up. The modern cartel is a German 
| invention, though, as pointed out, busi- 
| nessmen have always met together, not 
| for pleasure, but as old Adam Smith 
| said, “for conversation which results in a 
| conspiracy to raise prices.” Cartels are 


the modern version of Adam Smith’s 
description of businessmen’s meetings, 
greatly expanded and given more power 
and control. It is claimed that private 
business set up cartels in glass, wood 
pulp, aluminum, explosives; others, es- 
tablished by treaty, were tin, rubber, tea, 
and sugar; other examples, founded by 
unilateral government action, were 
Chilean nitrate, Dutch quinine, Japanese 
Here is a 
comprehensive study of the effect on our 
economy of the many different types of 
trusts, as we call them, mergers, con- 


| solidations, and other attempts to control 


production and prices, and to divide 
markets. The authors frankly state that 
they have no remedy for the situation but 
make it clear that, in their opinion, the 
United States should oppose cartels 
wherever it can. Much interesting and 
helpful business history. The Twentieth 
Century Fund. $4. 


HOW TO MAKE BETTER 
SPEECHES. By William G. Hoffman. 
The author is professor of English and 
public speaking at Boston University 
College of Business Administration. 
Here is a valuable addition to the library 
of any man who ever hopes to stand up 
on his hind legs and utter a few words 
to more than three or four people. But 
it is more than that. It ought to be care- 
fully read and frequently referred to by 
program chairmen, masters of ceremony, 


mi 
| lodge, club, and association officers. 


It is especially valuable in the chapters 
which tell what goes wrong with intro- 
ductions of speakers, with speeches which 
are read rather than delivered extempo- 
raneously, and with meetings of all kinds 
generally. Facts and ideas for improve- 
ment of speeches and meetings are all 
here in this book, awaiting somebody to 
profit by them. Funk & Wagnalls Com- 
pany. $3. 


‘kT WATTS 
W ? GOVERNMENT APPROVED 
™ Z WITHHOLDING STATEMENTS 
Help Your Pay Roll Department 


LATEST REVISION 
In Conformity With 1948 Income Tax Law 
© Freshly Re-Designed Form * Saves Typing Time 

Saves Distribution Time 

cS 
NO INCREASE IN PRICES. 
Window envelopes to fit WATTS W-2's 
available at low cost. 


e 
ALSO READY FOR SHIPMENT 
Form W-4 File Cards 4°x6"-April 1948 Revision. 
Form SS-1b—Made up in 3 part snap-apart sets. 


1948 Withholding-Tax Tables — large figures on 
dboard charts — supplied FREE with your order. 


Send for Price List and Samples. 


ALFRED ALLEN WATTS CO. INC. 
742 Washington Ave., Belleville 9, N. J 
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END ALL WRAPS 
LE 


P 
Office VALET Wardrobe 
Racks and Costumers end 
“wraps’’ problems, keep 
clothing “in press,’’ aired 
on spaced hangers; provide 
ventilated spaces for hats, 
overshoes and umbrellas 
Save floor space, accomm 
date 3 persons per sq. ft 
Fit in anywhere. Lifetime 
welded construction. Mod- 
ern lines and colors. 6-place 
non-tipping costumers— i2 





tions — municipal buildin "3 
—schools — professional use. 


Write for 
Bulletin 
No. A-22 & 


VOGEL-PETERSON CO. 
“The Coat Rack People’’ 
624 South Michigan Ave. Chicago 5, U.S.A. 
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The Vest-Pocket Course on Selling 


“A SHORT COURSE IN SALESMANSHIP” 
By J. C. Aspley 

Here’s a pint-size manual on salesmanship 
that packs a real wallop! A refresher cours 
in the fundamentals of selling, over 200,00) 
copies have been bought by companies to give 
to their salesmen, dealers, and vets who wan' 
to get into selling. 48 pages. 3 by 6 inches. 
Send for a sample copy, price 25 cents. 


THE DARTNELL CORPORATION 
4660 Ravenswood Avenue, Chicago 40, Illinois 
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WHERE TO BUY IT 





Steel Signals 








THIS 
CARD 
OF 
SAMPLES 


FREE 












Signal vital facts with Cook’s File 
Signals—automatic reminders, in- 
valuable for classifying, indexing 
data. Card of actual samples (all 
styles, colors) free ; no obligation. 
The H. C. Cook Co., 38 Beaver St. 
5S Ansonia, Conn. 
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GUMMED or UNGUMMED 
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° 13 

* ENGRAVED 
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3215 FRANKFORD AVE.. 





Branch Office Services 


Ask for illustrated folder, PROTECTION 
INCORPORATED. Transportation Building, 
Montreal, Quebec. 











Steel Guide Tabs 





















Unbreakable spring jaws 
clamp them firmly to cards but 
permit removal or rearrangement, 
Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink or red- 
insertable tabels in perforated strips for typing. 

2 Sizes, 1 in. wide and 2in. Tops straight, or bent back. 
Sold by best stationers, U.S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 







Now filling orders promptly 
Samples (5 or less) 2 cents each 
31,000 Angle Type used by Connecticut State 
Employment Service 


CHAS. C. SMITH, Mfr., Box 618, Exeter, Nebr. 








Postcard Advertising 


DYNAMIC! ATTENTION GETTING! 
Flash and Royal Border Postcards Give 
| Your Message the Punch It Needs 


Send for samples today 


KUPFER PRINTING COMPANY 
| 501 S. Jefferson St. Chieago 7, Illinois 








Inventions for Sale 
EXPLOIT NEW INVENTIONS and make 
money. Write for our free classification sheet 


of inventions for sale. ADAM FISHER CO., 
41 Enright, St. Louis, Mo. 












SERVICES and SUPPLIES 





Executives Wanted 








SALARIED POSITIONS 
$3,500—$35,000 | 
If you are considering a new connection | 
communicate with the undersigned. We 
offer the original personal employment 
service (38 years’ recognized standing and 
reputation). The procedure, of highest 
ethical standards, is individualized to your 
personal requirements and develops over- 
tures without initiative on your part. Your 
identity covered and present position pro- 
tected. Send only name_and address for 
details. R. W. BIXBY, INC., 201 Dun 
Bldg., Buffalo 2, N. Y. 
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New & Used Business Equipment 


WHAT OFFICE EQUIPMENT DO YOU NEED? 
Or want to sell? We buy, sell or trade all kinds 
of office equipment, specializing in rebuilt 
visible filing equipment, such as KARDEX, 
ACME, GLOBE-WERNICKE, Y&E, INTER- 
NATIONAL, and other makes, also visible 
supplies. We handle fireproof files, safes and 
vertical filing equipment in all types and sizes, 
new and used. All used equipment fully recon- 
ditioned and guaranteed. 

E. H. HEINEMAN, Box 552, ST. LOUIS, MO. 








Advertising Literature 


ADVERTISING, SALES LITERATURE, copy, 
layouts, ideas for Publications and Direct 
Mail, expertly prepared at low cost. ROBERT 
PETERSON, phone Central 6750, 442 Civic 
Opera Bldg., Chicago 6. 
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USINESS activity has snapped out of its 
slump and is climbing upward again. New 
orders which stood at 260 points on the United 
Business Service Index in April 1947, and 
dropped to 251 in March 1948, were back to 
261 by May 1948. General Motors cost-of- 
living settlement of its wage dispute and in- 
dications that this agreement might serve as 
a national pattern to keep labor on the job, 
had much to do with the recovery. Barring a 
prolonged coal strike, it seems safe to assume 
that business will continue at boom levels for 
the remainder of 1948. Some lines—cotton 
goods, radios, glass containers, home ap- 
pliances, to mention a few—may need sales 
pressure to maintain profits. The high break- 
even point under which most businesses are 
operating has management worried, and re- 
ports of drives to cut down waste are growing. 
The Glidden Company of Cleveland, for ex- 
ample, is checking and double checking its 
office operations to eliminate unnecessary 
work, reports, and records. It found that while 
factory operations were closely watched, office 
methods were vulnerable. While the actual 
savings—compared with total operating ex- 
penses—may not be great, such drives do have 
the wholesome effect of making everyone cost 
conscious, from the top down. The time will 
come, perhaps sooner than we may think, when 
every dime must be squeezed out of costs. That 
can’t be done overnight. So it is only common 
sense to “make hay while the sun shines.” 


Pensions Again 


The National Labor Relations Board has 
ruled that retirement plans are subject to col- 
lective bargaining the same as wages and hours. 
While we agree in principle, it is unfortunate 
that the issue must be tossed onto the bargain- 
ing table at this time. Any formula which 
grants workers deferred compensation through 
an industry-wide tax on production should be 
determined by actuarial computations and not 
by the shotgun method practiced by John L. 
Lewis. Since deferred compensation is infla- 
tionary, and must eventually be added to the 
selling price, even the $100 pension won by the 
miners (if it stands) may prove quite inade- 
quate if and when the principle is adopted by 
other industries. We have already had an illus- 
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tration of what happened to Federal old age 
pensions. The payments seemed quite adequate 
when the law was passed. Now payments are 
not enough to pay a good-size grocer’s bill. 
Why? Because the cost of Social Security 
along with other taxes now comprise about 
one-half the price of the things people living 
on a pension must buy. In time, we may get the 
cost of Government down and squeeze som 
of the taxes out of prices. But in the meantime 
business has a responsibility to help its em- 
ployees who reach retirement age. Either busi- 
nessmen must solve the problem or the Govern- 
ment will solve it for them. And the lower the 
dollar buying power goes, the more lure rais- 
ing Social Security benefits has to the voter. 


Rubber Dollars 


Sumner H. Slichter, Lamont professor at 
Harvard University, poses a pregnant ques- 
tion in the May 16 issue of the New York 
Times. He asks, “Are we becoming a labor 
state?’ He thinks the trend is definitely that 
way, and warns that “collective bargaining” 
will lead to a progressive rise in the price level. 
This, Dr. Slichter believes, will eventually 
force Government to take steps to subordinate 
the wage policies of the unions to the interests 
of the community. But if the United States de- 
cides to accept rising prices in order to avoid 
interfering with collective bargaining, “pen- 
sions and life insurance will have to be adaptec 
to this fact and the Government and the cor- 
porations will have to issue bonds payable in 
purchasing power rather than a fixed number 
of dollars.’ We wonder just what index the 
good Doctor would use to determine purchas- 
ing power. Certainly not the index operate: 
by the Bureau of Labor Standards. It needs 
overhauling and a new set of gears. About its 
only virtue is_its claim to impartiality—if any 
thing coming out of the Department of Labor 
can be impartial. But if we are to have dollars 
which move up or down with supply and de- 
mand and bonds payable in cost-of-living do!- 
lars, perhaps it is time we got busy and agree: 
upon a basis for measuring fluctuations in the 
dollar’s purchasing power. Any workable 
cost-of-living index should have a base far 
broader than the one cooked up by Washington 
do-gooders. It creaks on its hinges.—J. C. A. 
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